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| REGULATION RECORDS 25X1A
25X1A 1] 11 December 1956

RECORDS MANAGEMENT

SYNOPSIS: This regulation provides for a con-
tinuing Agency Records Management Program to
control and improve records from their creation
or receipt to their disposition.

25X1A
‘ Rescelsslon: I:ldutcd 14 July 1951
CONTEN'TS
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1. GENERAL
a. SCOPE

‘ All record material of the Agency is encompassed by this regulation, including
| that transmitted electrically.

b. RECORD MATERIAL

For the purpose of this regulation, record material is defined as: all books,
papers, maps, photographs, films, recordings, or other documents and material
regardless of physical form or characteristics, made or recelved by any part
of the Central Intelligence Agency pursuant to Federal law or in connection
with the transaction of public business and preserved or appropriate for preser-
vation by CIA or ils legitimate predecessor or successor organizations as evi-
dence of the organization, functions, policies, personnel, decisions, procedures,
financial or legal transaction, operations, or other activitics or because of the
informational value of data contained therein. “Records” and “record mate-
rial” may be used interchangeably.

¢. RECORDS MANAGEMENT PROGRAM

i The Records Management Program consists of the elements listed and described

d below:

4 (1) Reports Management — The analysis, improvement, and control of admin- s

istrative reporting.

Correspondence Management — The application of improved standards and

procedures for the preparation and handling of correspondence.

(3) Forms Management - The analysis, design, and control of forms.

(4) Records Maintenance — The establishment of standard procedures, systems,

equipment, ‘and supplies for records maintenance,

Records Disposition — The economical and systematic disposition of Agency

records including their preservation, retention, transfer, protection, and

disposal according to approved schedules.

(6) Vital Materials — The timely selection, transfer to, and maintenance in an
Agency designated repository of record materials, documents, and files
which are essential to the continued operation of CIA in an emergency
and the destruction of which would constitute a serious or irreplaceable
loss.

(2

~

(5

-

2. POLICIES

The Agency Records Management Program shall be administered on a decentral-
ized basis through Major Component* programs governed by the following policies:

* Major Components are the Offices of the Deputy Director (Plans), Deputy Director (Intelligence),
and Deputy Director (Support).
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REGULATION RECORDS
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25X1A

a. IRecords shall be made and preserved bo provide adequate and proper documen-
tatlon of the organtzation, functions, policies, decisions, procedures, and essen-
tinl transactions of the Agency. Such records shall be designed to furnish the
information necessary to protect the legal and financial rights of the Govern-
ment and of persons directly affected by the Agency’s activities.

b. Mecasures shall be taken to insure that essential records are ereated and main-
tained by the most efficient and economical methods.

¢. Measures shall be taken to insure that nonessential records, reports, and forms
are not created.

d. Records cssential to emergency operations of the Apgeney shall be promptly and
currently deposited at a relocation site.

¢. The Agency Records Center shall be a facility for storing, processing, and serv-
icing of semlactive or retired Agency records, and will serve as an Agency
archival facility. The Records Center shall be compartmented and controlled
in such a manner that the defense classification or sensitivity requirements of
the operating components are honored.

f. Records control schedules shall be developed to identify and preserve records
of permanent value; to provide for the scheduled removal of noncurrent rec-
ords from office space and filing cquipment to more economical storage; and
to provide for the scheduled destruction of records of temporary value.

3. RESPONSIBILITIES

a. CHIEF, RECORDS MANAGEMENT STAFF

The Chief, Records Management Staff, is responsible for:

(1) Staff guidance, assistance, and coordination of the Agency Records Man-
agement Program by providing broad plans, policies, standards, and guides.
Providing forms analysis, design, and reference services and for approving
new or revised forms and requests for reprints.

Reviewing and approving records control schedules and requests for equip-
ment, services, and supplies to the extent necessary to assure compliance
with Records Management Program requirements.

Providing technical guidance to the Records Center and Vital Materials
Repository.

Malintaining Agency liaison with the National Archives and Records Service,
General Services Administration, and other Federal and private organiza-
tions on records management matters.

(6) Review of the component Records Management Programs.

b. DEPUTY DIRECTORS

The Deputy Directors are responsible for:

(1) Establishing, directing, and maintaining CIA component Records Manage-
ment Programs consisting of the elements referred to in paragraph 1c, and
guided by the broad plans, policies, standards, and guides promulgated by
the Records Management Staff.

Maintaining such liaison with other offices of the Agency as is required in
the performance of component records management responsibilities.
Designating an individual who will be responsible for the development and
administration of the respective component Records Management Pro-
grams.

-
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FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

L. K. WHITE

3‘9«* "M Lh b gzl 93@ Deputy Director

(Support)
DISTRIBUTION: AB
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27 September 1951

MEMORANDUM TO: Deputy Director (Administration)

SUBJECT: CIA Regulation No. |:I, Records Management

REFERENCE: Memorandum dated 19 September 1951 from the Chief, Administrative
Services to the Advisor for Management.

1. Paragraph C.(5) of CIA Regulation No| _ |dated 1h July 1951
states: b i~

"Storage, maintenance: and indexing of all vital material re-
ceived at the repository ‘will be the responsibility of the chief
of the filed installa.tlon where the repository is located.”

2. Prior to the 1sauemce of Regulation No. :l the subject of the
authority of the Resident; Mana.ger I } was thoroughly
discussed and it was und.erstood that, like any other field station chief, he
would take policy dlrection from CIA’ headquarters, which, in this case would
be the Chief, Administratlve Serva.ces The published regulation does not
differ in any way from the draft: signed by the Chief, Administrative Services.

"(

3. It appeax‘s to this Offite that to revise CIA Regulation No.[_ Jto

provide that employees at the repository would be under the jurisdiction of the

|for security and personnel administration only would

place the Resident Manager in an impdssible situation in that he would not have

proper command over his installation. .

L, It 1s recommended that a& memorandum, clarifying the position of each,

be addressed ‘jointly to the Chief, Administrative Services and the Resident
Manager, |:] and that no change be made in CIA Regulation No.

25X1A

Advi)édr for Management

Atteh.
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27 September 1951

MEMORANDUM TO: Deputy Director (Administration)
SUBJECI: CIA Regulstion NoJ | Records Management

PEFERENCE: Memorandum dated 19 September 1951 frowm the Chief, Adwinistrative
Services to the advisor for Manegement.

1. Paragraph C.(5) of CIA Regulation I‘Jo.|:|dated 14 July 1951
states:

"Storage, maintenance and indexing of all vital material re-
ceived at the repository will be the responsibility of the chief
of the flled installation where the repository is located."

2. Prior to the issuance of Regulation No.l | the subject of the
authority of the Resident Manager ] | was thoroughly
discussed and it was understood that, like any other fleld station chief, he
would teke policy direction from CIA heedquarters, which, in this case would
be the Chief, AdministrativeSexvices. The published regulation does not
differ in any way from the-draft-signed by the Chief, Administrative Sexrvices.

25X1A 3. It appears to this Office that to revise CIA Regulation No.[ _ Jto

25X1A

25X1A

provide that employees at the repository would be under the Jjurisdiction of the
Resident Manager[ | for security and persomn€l administration only would
place the Resident Manager in an impossible situation in that be would not have
proper comuand over his installation.

L. It is recommended that.a.memorandum, clarifying the position of each,

be addressed jointly to the Chief, Administravive Services and the Resident
Menager [ | and that no change be made in CIA kegulation No.l:l 25X1A

25X1A

Advisor Tor Menagement

Atteh.

O<M/is

ce”, U pject
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TO : DATE:
FROM
SUBJECT:

In 080 this position is presently held as an additional duty
by the Chief, IID, a (G5-12, To be seriously porformed an e:ﬁ‘fcctive,
hovever, it should be a separate and disbtinet function at the GS-12
level or higher, Unless this is done, 080 will continuc to combine
the two functions of Chief, ITD and Area Records Officer,

25X1A
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Chief, Administrative Services 11 April 1951 25X1A
Acting Chlef, Necords Control Section

Lialson Contacts

1, Thore should be a change in wording in Central Intellimenca Agency
Ropulation |__h_L Paragrnph D. (2), dealing with liaison responsibilities.
This paragraph states that the CIA Recovds Officer will serve ss the CIA
Iisison to the . . . Burenu of the Budgol on records probloms.

2. This wording vas included in earlier writings of the duties of the
CIA Records Officer because inter-agency transfers of custody of records were
required by Fxeoutive Order to be submitted by the arency records officer
to the Bureou of the Budget for cloarance. This hag been superseded by
Publie Law 754 which charges the Administrator, Genersl Services Administration,
with promilrating regulations for such trensfers, The CIA Records Officer
nov deals with the Director, Records Management Service, an ofTicial of the
National frchives nnd Records Service, General Services Administration.

3. Continmuing liaison o handle CIA records problems was originally
established by OCD between the CIA Records Officer and the National Archives
and Records Service. All analysts in the Records Control Section may be
involved in such contacts,

4o The Idiaison Division, OCD channels liaison problems with other
agencies on Records Management maitters to the Records Contiol Section.
0CD makes initisl liaison errengements in accordance with CIA Regpulation 25X1A
to permit direct contact between the CIA Records Of'ficer and officials of
the agencies concerned.

5. To prevent possible cozfvsion with the intent of Regulation 25X1A
vhich assigns all liaison with the Bureau of the Budget to the Comptroller, g
it is recommended that the words "Burcan of the Budpel™ be deleted from
paragraph D, (2) of Regulation

25X1A

6. It is recommended,also, thnt thore be added to Remulation] | ... - 25X1A
a statement with respect to lisison on records problems to resd as follows:
The CIA Records Officer, Administrative Services Office will arrange for
or conduct operational liaison with the National Archives and Records Service

h « (See Repgulati
in comnection with its functions. (See Regulation 25X1A

25X1A

cc: Mgmt Office «——"
CIA Records Officer

Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130011-8
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25X1A

de 4 procedure bag been written for the processing and
depositing of vitol docunents which has been submitted to you for
approval Sbrough the Advisor for Vansgement. This procodurs awsunes
the sstablishment of area records officera in esch CIA activity in
the deparimentsl aren, inccrporates forms required for tho purpose
of control, sud lncludes the awe of an T0W system of controlling the
documents, locetinr of documente, and the rusning off of pericdic
inventorios of dooumants on hand.

8s The proposed prosedure which hae net yet beeh approved \
alzo inclodse deposite Wy area records offiners and the (14 ¥ited /
Documents “fficor on Fridey of each week, Ihis program has been gubw
stantially carried oub,

fo o cooperation with the Yesident Maneger of | space 25X1A
heg heen splected into which all vital decument Files, including thome
#t [ ] can he woved,  The spoce selectes will provide adequate
roow for sxpsnsion until the completion of the wault at [] for this  25X1A
PUrpoOse o

fre b 5/0 of 3 mwplopees will be required bo bring the vital
domumente proprae wp o dete te comtime 16 on . current besis. Theee
positdons should be & Onetoddan, Wel2; o Clerk, =53 and a Tebulating
Hechine Operstor, U8-h, This, of course, wesiede to you verbslly on
Zoturday, 2 June 19%1. A custodian has been Lentetively solectad
pexding the seishilshment of this position,

3o A5 indicabed sbhove, there iz ve provcedurs or obther mesng
by which ap oxack report can be made on the present status of this
program. It can only be sald that all offlces ave now participabing
in this program spd are regulerly depositing seierizl with the I
Vital unterisle 0fficer, with the sxeaption of the followlng:

@, The frector of flentral Inteliirence

he  The Vepuby Direotor of T4

Co  The Depuby Urector for Plane.

de Medical, Frocurewent, ard Ivaining Offices under
the Depnty Director for Administration

oo The Cffice of National Fstloates {(Nstionml Tatimstes
reports are being depopited through the channels of GOTY)

fo Office of Intelligence Uoordination

ge OCffice of Currvent Tutellipence = 0O0I hat not been
satisfied with the ssomrity at Yedgemsck and hag
delnyed the depomiting of their material until betier
gecurity arrangements are mads at either Hedgeneck or
WeCs That offlce hae made some deposits and i pre-
pared to wake additlonsl deposite in the pext few days.

Fach of the above offices hep been contacted in regard to the matier
and will bring their deposits up to date. (¥xcept the (f'flca of the
Dircctor and 41l Peputiss)

ape

siaﬂE?

%

Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130011-8



25X1A

PR iy
'&9%81 -00728R000100130011-8

¥ith respect to most of the other offices mentioned above,
®lthough in most instances subordinote motivities are depositing
materisl, it would momw that sews consideration should he piven
to the pregram by the {ffice of the Director smd the nffices of
the three DNeputy [drectors concersed, This questicen ie raised
for polioy determination am to whether theme offices will partici-
pate in this program and if go, to what extent,

he & form for the purpeee of reporting the stetus of the
vital materisle program is now bolng developed, and it is believed
thet future reports coen be limited to one page mith very 1litle
verbal deseription of the status,

25X1A

MM vm
cc:_ chrono

vit., ¥at, Program

FF

Ee

EGRET
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G]ﬁc@ ]\/femowmdzzm e UNITED STATES GOVER&‘MENT

TOo ! Chief, Administrative Services DATE: 11 May 1951

FROM : Advisor for Management

SUBJECT: Revision of the Administrative Services Office T/O.

a8 above, and subsequent conferences related thereto, the under-
25X1A signed approached Mr.[ | regarding certain concepts of the

f
I 1. Responsive to your memorandum dated 1 May 1951, subject
Vital Documents Progream.

, 25X1A 2. Mr.[ | has made the following determinations
, relative to your proposals:
| 25X1

25X1A | |- The CIA Vital Materials

Officer will render technical guidance through the
instrumentality of Agency directives addressed to the
Resident Manager.

b. Visits to the repository will be at the dis-
cretion of the CIA Vital Materials Officer. No one
may send or take material to the repository otherwise.

c. Decisions as to whether or not documents are
vital will be the primary responsibility of the
originating office. The CIA Vital Materials Officer
will render assistance to the Ares Records Officers in
arriving at such decisions. Where agreement cannot
be reached through such means, the CIA Vital Materiels
Officer will refer the matter to higher authority for
decision.

3. The above decisions by Mr.:|will of course require 25X1A
revision of the attached papers which you submitted to this Office.
In effecting this revision, it is suggested that you consider in
addition the following points:

a. Establishment of an intermittent file in
Washington for the temporary retention of vital
documents pending transfer to the repository.
Such & concept would assume continuous flow from
the submitting offices”to the intermittent file.

b. Inventory reports can be rendered by the Cus-
todian at the discretion of the Vital Materials Officer.

A N N R
i -

e
LN v K
oy arald
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Because the Vital Materials Officer should have on file
in his immediate area informstion as to the exact con-
tents of the repository at any given time, you may con-
sider it unnecessary to require periodic inventory
reports by the Custodian.

c. The foregoing revisions will require parallel
revisions in your proposed Agency Regulation. Our
issuance control officer, Miss [ ] will be
pleased to assist you in determining which portion
of your proposed instructions should go in an Agency
Regulation and which portion should appear in an
Agency Notice.

d. As previously agreed, it is suggested that
you list the positions proposed in the Vital Materials
Section under the Records Analysis Section, thereby
combining the two.

4, Upon completion of the ebove and submittal of your plan
to Mr. [ |for approval, it 1s suggested that you discuss with
him the necessity for increasing your T/O above the now approved
strength of Thus, separate action is suggested for the six
additional positions for Records Msnagement.

Attachments: Memorandum deted 5/1/51
with 2 attachments.
Charts 1, 2, and 3.

Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130011-8
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18 April 1951

SUBJECT: Operating Procedure for Vital Materials Program =
(Not Including Repository)

l. PURPOSE: The purpose of this procedure is to institute a program for
the orderly deposit of vital materials in a ropository
for safe keeping.

2, SCOPL: The program will ineclude all vital materialg » such as doouw
wents, records, and equipment pertinent to the activitiles
of the organizational components of CIA, i.e., on the staff N
operating, and administrative levels,

3+ DEFINITIONS: Explanation of several terms used in this procedure is
provided as follows:

a, Vital Materlals - Vital materials are thoge specific
items of security in the possession of CIA, whieh
are egsential to the administration of the agency's
functions on a continuing basis and which, in the
evont, of destruction, would constitute an irreplace-
able loss,

b, Area Records Officer = An Area Records Officer is a
responsible individual who, through authority delegated
by his superior(s), is empowered to act in sll matters
perteining to vital materials within his jurisdiction.

ce. CI4 Vital Materials Officer =~ The CIA Vital Materials
Officer is the Chief, Records lensgement and Distri-
bution Branch, General Services Division, Administrative
Services who, through suthority delegated by his superior(s),
is empowered to coordinate the vital materials program for
all activities on an operating basis,

d, The Repository =~ The repository is & place where vital
materials will be stored for safe keeping.

o, Custodian of the Repogitory = The Custodian of the
Repository (hereinafter referred to as the Custodian)
is a responsible individual who, through authority
delegated by his superior(s), is empowered to administer
the functlons of the Repository, o

f. Office of Origin =~ The term "0Office of Origin" is any
office holding custodisl jurisdiction over certain vital
materials which, pursuant to the purpose of this program,
should be moved to a place of safe keeping, The term may

be construed as synonymous with "Office of Primary Interest."

L, CATEGORIES OF VITAL MATERIALS: Appendix A, Charts 1, 2, and 3 comprises
a tabulation of the several categories of vital materials by
office of origin. Adherence to an organizational and funotional

Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130011-8
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listing of vital materials is necessary not only as part

of an overall agency records control program, but also to
preclude unnecessary dupllication of effort in costly repro-
duction processes.

Listed in the order of logical sequence, the objectives of
the program are sight in numbers;

a. The determination of a pafe storage for vital materials
in a repository,

b. The direct deposit of certain types of vital materials
in original form,

c. The indirect deposit of selacted vital materials which,
to meet administrative or operational needs, cannot be
deposited in original form, thus requiring duplication
to assure preservation,

d. The physical transfer of vital materials under proper
securlty protection to the repogitory,

e. The maintenance of periodic and scheduled deposits to
asgure the availability of vital materials in the
repository on a current basis,

fs The filing and storage of vital materials under a system
that provides appropriate reference codification,

#. The disposition of those vital materials which have become
non-record or non-current for reference purposes by
replacements or other expiration of their use,.

h, The submission of periodic inventory reports to offices
of origin by the custodian of the repository.

DEPOSIT SYSTEM: The deposit system will entail two (2) methods of

depositing vital materials in the repository, The first, a
direct method will be used when offices of origin plan to
store in the repository for safe keeping certain types of
vital materials such as reglstered or other documents, and
record series groups in original form or equipment of high
seourity classification, The second, an indrect method will
be employed when offices of origin desire to hold vital
materials in original form for administrative or operationsl
reasons and plan to store reproduced copies thereof for safe
keeping, The indirect method may also be construed as flexible
to permit the holding of vital materials in duplicated form,
if desired, and the depositing of the originsls,

Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130011-8
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a8, Requirements - The requirements under this system are
provided as follows:

(1) Planning the flow of vital materials to the
repository on a scheduled basis,

(2) ¢tcheduling the reproduction operations,

(3) Maintaining the quality and identification
of the duplicated materials,

(4) Completing the physical transfer of the materials,

(5) Arranging for the securlty protection of the
materials while in transit,

b, Deposit Schedule -~ Effective 1 May 1951, the following
schedule of deposits will be maintained by all CIA
offices to store vital msterials in the repository:

(1) Direct Deposits = Once each month pursuant
to gchedules to be furnished by the CIA Vitael
Haterials Officer through whom arrangements may
be made for transportation, security, and other
esgentlal details,

(2) Indirect Deposits - On Friday of each week,
pursuant to schedules to be furnished by the
CIA Vital Mabterisls Officer listing the several
CIA offices on & staggered basis,

¢. Visits to Repository =~ The Area Records 0Officer, having
vital materials to deposit, will accompany the CIA
Vital Materials Officer to the repoasitory on the
scheduled dates of deposit,

d. Report - Any Office of Origin, not having vital materials
to deposit on the scheduled dates of deposit, will
make advance negative reports in writing to the CIa
Vital Materials Officer,

7. ORGANIZATION: The organizational framework essential to implement the
program will entail the close cooperation of three operating
elements, ldentified individuslly as follows:

a. An Area Records Officer for each office ==~ on the staff,
operabing, and edministrative levels,

b, CIA Vital Materials Officer -- Administrative Services.
c, The Custodian,

Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130011-8
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8. FUNCTIONS:
respectively:

8,

b

o e

Ty 8
5
S

The operating elements will perform the following functions,

Area Records Officer -~ The Officer will:

¢

(2)

(3)

(L)

(5)

(6)
(7

(&)

(9)

Select, prepare, and identify vital materials as authorized
for transfer directly from the offics of origin to the
repogitory.

Select, prepare, and ildentify vitel materials pursuant to
predetermined schedules for transfer indirectly from the
office of origin through the CIA Vital iaterials Officer
to the repository,

Prepare and initiate CIA Form Ho. "Transfer Slip",
as appropriate.

Hold vital materials to be transferred in suspense file
pending date of scheduled deposit,

Accompany CTIA Vital Materials Officer to the repository
on dates of scheduled deposite.

Make physlcal deposits of vital materisls in repository,

Bring to the attention of the Assistant Director or Chief
any changes in the inventory that have oceurred since the
previous quarterly report,

Consult with the CIA Vital Materisls Officer on a continuing
bagls on matters pertaining to vital materials under his
Jurisdiction.,

Initiate, execute and process forms, certificates, and
reports prescribed hersin as warranted.

CIA Vital Materials Officer -~ The Officer will advise and asaist

Arsa Hecords Qffiocers on a continuing basis on matters pertaining

to vital materials and will coordinate the Vital Materisls Program
on an operating basgis by:

(1)

(2)

Preparing and furnishing schedules, snd completing arrange-
ments for the physical transfer of vitel materials directly
from offices of origin to the repository,

Preparing weekly and/or monthly schedules » and completing
arrangements for the physical trasnsfer of certain duplicated
vital materials indirestly from the seversl offices of origin
to the repository,

5]
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(3) Yollow up on schedules to insure that offices are
forwarding vital materials on & continuing basis.

" (4) Duplicating vital materials where original copies
J cannot be deposited, snd establishing schedules therefor,

(5) Inspecting quality of duplicating processes used for
vital materials,

(6) Completing CIA Form No, "Transfer Slip" as appropriate.

(7) Msking scheduled visitz to the repository for the deposit
of vital materials.

(8) Maintaining control file of receipts for duplicated vital
materiales signed by the Custodian upon deposit in the
repository.

(9) Procuring of personnel and equipment essential to
implement the vital materials progrum with respset
to indirect deposits,

¢, Custodian ~- The Custodian will:

(1) Reoceive, verify and receipt for vital meterials deposited
through the CTA Vitel Materials Officer,

(2) Complete CIA Form No, "Transfer Slip", as appropriate.
(3) FEstablish and maintaln an appropriate reference system
that will provide broad codification to facilitate access
to vital materials,

(L) vPrepare and furnish periodic inventory reports to the
several offices of origin,

(5) Complete dectruetion or return of vital materials to
offices of origin, as direocted,

]
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9. CONTROL DF VITAL MATFRIALS «~ The following procedure iz prescribed
for the control of Vital Matorial:

a, Transfer Slip=- CIA Form No. transfer Slip" (See
Tppendix B) Ems been deviszed as 3 basic means of
establishing adminlstrative control over vital materials
flowing to the repository by both direct and indirect
methods of deposit, This is a four~part manifold
form which provides for the recording oif specific
control data by each of the three opnrating elemente,
respectively, as follows:

(1) The Area Records Officer -- The Officer will initiate
the form, recording in the spaces provided essential
identifying data such as office,of origin, date,
deposit number, description of material, date and
mumber of papes, and wlso the deposit method,
retention peried and replacement data,

(2) Vital Materisls Officer =- The Officer will complete
the spaces provided for reproduction data such as
reel number, frame numbor, date and dlso, record
the transfer date and any special instructions,

(3) The Custodian == The Custodian will complete the
Spaces provided for the storage numbers i.e, cabinet
and drawer and, subsequently, the disposition dates
Tor either the destruction or return of the vital
materialg to the offlce of origin, H :

b. Deposit Numbers == FEach Area Records Officer will maintain
a geparate series of dep_osit. numhers in mumberical sequence,

¢, Distribution of Copies -~ Fach copy of the form reflects the
required distribution and, thus, is self-explanatory.
Tach Area Records Officer will maintain a control file of
coples Numbered 1 and 3. Copy Number 1 will be placed in
the conitrol file before the vital materials are moved to the
repository. Copy Number 2 will be fastened securely to
the material and remein therewith while in storage. Copiles
Numbered 3 and L will be taken to the repository by the
Area Records Officer where the Custodian, after executing the
receint (Copy Number 3), for indirect deposits, will place
copy Number li in his control file. The foregoing will
apply to both direct and indirect methods of deposit except
that in the case of indirect deposits, the Area Records
Officer wlll not separate the copies of the form for
distribution until after reproduction operstions have been
completed,

SFEREY
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d. Receipt =~ The Custodian will execute the receipts
for indlrect deposzits, However, as he will have no
knovwledge of the contents of direct deposite he will
not be required to receipt therefor nor compile
reports of possession thereof.

10, Identification of Vital Materials -~ The identification of vital
materials is prescribed as follows: )

a, Title page - All materials recommended for storage as
vital will reflect the Office of Origin, the long
and short title and serial mmber which will conform
with the file series established for each office
raspectively, as provided in Appendix B. The word
"vital" will appear on the outside cover of all
materials, Where the materisl .concerns a document ,
88 such, the data prescribed above will appear on the
title papge (inside front cover), and each succeeding
volune of a multi-volume document will bear a separate
short title, Where the materials entail records only,
the subject matter of each. group in the records series
will be substituted for the "titiz" zs approprizte,
Where the material comprises equipment, the name, make
and model number will suffice for the "title",

b, Correspondence and Heports ~ A1l references to vital
materials in possession, inventory or tranefer, such
as reports, reports of destruction, or correspondence
will be by serial number, date and short title only.
Tn using a short title every symbol of the short title
will be included. Any correspondence on paper which
refers to vital materials by titles other than the
short titles will be assipned & minimum security classi-
fication of SECRWT, i.0., 1f the reference discloses
that the material is vital.

¢, Revision of Vital Materials - A revised edition of existing
vital mzterials may be asaipned a new short title but,
where this is undesirable, the old short title followed
by a symbol which will differentiate the revised edition
from the old is permissible.

d. Reproduction - Reproduction of vital msterials in whole or
part 1s forbidden except by specific authorirmation of
the office of origin. When authorigzed, reproductions
will show the reproducing office, authority for such
reproduction, and the number of copies reproduced, In
addltion the oftice of origin will be notified,
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e, Transfer of Vital Materisle - When vital matorials are trans-
ferred from one ofifice of origin to another, or the
organization's desienation changes, a certificate of
transfer will be made in triplicate by the aspignee or the
successor organization., The certificate will be signed
by the Area Records Officer transferring the material, The
original and one copy will be forwarded te the CIA Vital
Materials Officer who in turn will Fforwsrd hoth coples to
the Cumtodian of the Reposlitory for recei  and acknoww
ledgement., A copy of the cortificate of cansfer will
be retalned by each office concerned,

f. Destruction of Vital Materinls - Normally, the Office of
Origin will designate when vital materials arc to be
removed from the repository and destroyed, The Custodian
will be responsible fnr the disposition of vital materials
which are to be destroyed at the repository. In this
responsibility, he will sdhore to CIA Security Regulations
covering the destruction of clascified material. A copy
of the certificate of destruction will be forwarded to
the Office of Origin and to the CIA Vital Materials
Offlcer for record.

Inventory of Vital Materials

a. The Custodian will meintain a waster inventory of all vital
material by Office of Origin and will make, or have made,
each quarter of cvery year, an accurate return thereof to
each office coneerned, respectively.

b. In making the guarterly report of possession the following
detalls will be observed:

(1) Tach jtem will be physically inspscted and its
garial deposit number checked with the inventory.

(2) The custodian of the repository will take the
inventory and will sign the report,

ce A quarterly report of pessesslon will not be required for:
(1) Vital Materials which have been received s subsequently
destroyed, and a destruction report rendered
thereon within a single quarterly period.
(2) Materlals which have been placed in the repository

for historical purposes only, with the express
approval of the Custodian,

SECRET
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12, SECURITY = Classified vital materials will bo transmitted in
accordance with parapraph 29 of OTA Securlty Regulutions.

8. Tremsmlssion of Vital Materials - The transmiesion of vital
materials will he effeoted by direct contact wherever
practicable, Responsible officers of the three opsrating
elements will provide security of transmisiion from one to
another. Vital materiale enroute to the Repository will be
protected by an armed courier,

b. Storage of Vital Materials - Vital materials will be stored
in three way combinustion safes when in possession of any
of the three operating elemunts 1.e. where not in transit
or other process. Safes containing vital materials will be
kept locked with full combinations whenever they are not
under the direct suporvision of the officlals intrusted with
the combinations, regpectively,

(1) Cryptographic Documents ~ Cryptographic documents,
go far as practicable, cipher tables, alphabets
and keys will not be kept in the same safe ans
classified code books, documents and devices to
which they apply.

€. Afccess to Safes = In addition to the Custodian the only
officiale authorized to have access to the vaults and to
have the combinations, keys and access to the safes housing
vital materials at the Repository are designated as follows:

(1) The OTA Vital Materials Officer
(2) The Area Records Officer of Tnterest
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RECORDS MANAGEMENT

SYNOPSIS: This regulation provides for & con-
tinuing Agency Records Mansgement Program to
control and improve records from their creation
or receipt to their disposition.

Rescission: [ |dated 14 July 1951

CONTENTS

R Page
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l. GENERAL
AL LV il a2
a. SCOPE

A AR 4

All record material of the Agency is encompsssed by this regula-
tion, including thet transmitted electrically.

For the purpose of this reguletion, record material is defined as:
all books, papers, maps, photographs, films, recordings, or other
documents and material regardless of physical form or characteristics,
made or received by any part of the Central Intelligence Agency pur-
suant to Federal law or in connection with the transaction of public
business and preserved or eppropriate for preservation by CIA or

its legitimate predecessor or successor organizations ss evidence

of the orgenization, functions, policies, personnel, decisions,
procedures, financial or legel transaction, operations, or other
activities or because of the informational value of data contained
therein. "Records" and "record material" may be used interchangesbly.

c. RECORDS W\MGMT PR%BAM

TR T Lt

The Records Management Progrem consists of the elements listed and
described below:

(1) Reports Management--The analysis, improvement, and control of
administrative reporting.

1
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(2) Correspondence Management--The application of improved stand-
ards and procedures for the preparation and hendling of
correspondence.

(3) Forms Management--The enalysis, design, and control of forms.

(4) Records Maintenance--The esteblishment of standard procedures,
systems, equipment, and supplies for records maintenance.

(5) Records Disposition--The economicel end systematic disposition
of Agency records including their preservation, retention,
tranefer, protection, and disposal according to approved
schedules.

(6) Vital Materials--The timely selection, transfer to, and main-
tenance in an Agency designated repository of record meterials ’
documents, and files which are essential to the continued oper-
ation of CIA in an emergency and the destruction of which would
constitute a serious or irreplacesble loss.

2. POLICIES

The Agency Records Mansgement Progra.ni shall be administered on a de-
centralized basis through Mejor Component¥* programs.governed by the
following policies: .

a. Records shell be made and preserved to provide sdequate and proper
documentation of the organization, functions, policies, decisions )
procedures, and essential transactions of the Agency. Such records
shall be designed to furnish the information necessary to protect
the legal and financial rights of the Government and of persons
directly affected by the Agency's activities.

b. Measures shall be taken to insure thet essential records are created
and maintained by the most efficient and economical methods.

¢. Measures shall be taken to insure thet nonesséntial records, reports,
and forms are not created.

Major Components are the Offices of the Deputy Direetor (Plsns),

Deputy Director (Intelligence), and Deputy Director (Support).
2
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f.

8.

Records essential to emergency operations of the Agency shall be
promptly and currently deposited at a relocation site.

The Agency Records Center shall be a facility for storing, proc-
essing, and servicing of semiactive or retired Agency records,

and will serve as an Agency archival facilily. The Records Center
shall be compartmented and controlled in such & msnner that the
defense classification or sensitivity requirements of the oper-
ating components are honored.

Records control schedules shall be developed to identify and
Preserve records of permanent velue; to provide for the scheduled
removal of noncurrent records from office space and filing equip-
ment to more economical storage; and o provide for the scheduled
destruction of records of temporary value.

RECFONSIBILITIES

CHIEF, RECORDS MANAGEMENT STAFF

The Chief, Records Menagement Staff, is responsible for:

(1) steff guidance, assistance, and coordination of the Agency
Records Management Program by providing broad plans, policies,
standards, and guides.

(2) Providing forms analysis, design, and reference services and
for approving new or revised forms and requests for reprints.

(3) Reviewing and approving records control schedules and requests
for equipment, services, and supplies to the extent necessery
to assure compliance with Records Management Program requirements.

(%) Providing technicel guidance to the Records Center and Vital
Materials Repository.

(5) Maintaining Agency liaison with the National Archives and
Records Service, General Services Administration, and other
Federal and private organizations on records management matters.

(6) Review of the component Records Management Progrems.

C-0-N-F-I-D-E-N-T-I-A-L
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Approved For lReIease 2003/04/17 : CIA-RDP81-00728R000100130011-8



Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130011-8
C-0-N-F-I-D-E-N-T-I-A-L . 25X1A

PRI N

RECORDS

b. DEPUTY DIRECTORS

R N e ]

The Deputy Directors are responsible for:

(1) Esteblishing, directing, end maintaining CIA component Records
Management Programs consisting of the elements referred to
in paregraph lc, and guided by the broad plans, policies,
standerds, and guides promulgated by the Records Management
Staff.

(2) Maintaining suchliaison with other offices of the Agency as
is required in the performance of componeni records mansgement
responsibilities.

(3) Designating an individual who will be responsible for the
development and sdministration of the respective camponent
Records Management Programs.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

AT N

25X1A

Va Deputy Director
(Support)

DISTRIBUTION: AB
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Oﬁice Memowmdzzm . lUNITED STATES GOVERNMENT
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TO : Chief, Regulations Control Staff DATE: 5 November 1956
TROM : Chief, Records Management Staff
SUBJECT:  Proposed Regulation, Numbex cords Management

(Job No. 705-vJB)

1. All comments on the subject memorandum have been incorporated,
resolved, or withdrawn as described below:

DCI-Cable Secretariat - Reference, Paragraph 2 (renumbered 1) .
Mr. Reynolds agreed to withdraw his comment .

DD/I - Reference. P 4, Line 2 (renumbered 2al) Mr.
25X1A comment could be withdrawn,
vision of this paragraph does not require that the
Record Center be the only storage facility for inactive Records.

Office of Logistics - Miss | |stated that 25X1A
the regulation does not include the details needed to operate the
program, but they have agreed that the revision is acceptable to
them as a charter for the program. Their specific comments were
resolved as follows:

Paragraph 2a (renumbered la) - The exception for DD/P .
records was eliminated in the revision and their comment
was withdrawn.

Paragraph 3a (renumbered 2a) - The term, "Area," was -
eliminated in the revision which was acceptable.

Paragraph La3 (renumbered 3a3) - Comment was withdrawn
when it was pointed out that this regulation only provides
the authority for release of such notices as specified in the
original comment.

Paragraph 4a5 (renumbered 3a5) - This comment was ‘-
withdrawn when it was pointed out why no exemption was needed.

Paragraph 4b2 (renumbered 3b2) - Comment was withdrawn
upon agreement that 1t was not appropriate for inclusion
in this regulation.

Office of General Coun§€l - The phrase in question was eliminated ¢ -
and Mr.| | agreed that the regulation was -racceptable.

 25X1A
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Office of Training - The specific commente were resolved with

Mr. |as follows:

.

Paragraph 2b7 (renumbered 1b7) - Acceptable revision
made.

Paragraph 3a3 (renumbered 2a3)
made .

Acceptable revision

Paragraph 3al (renumbered 2al) - Acceptable revision =
wade .
Paragraph 4al (renumbered 3al) - Revised as suggested

Paragraph 4al (renumbered 3al) - The comment was withdrawn
when it was pointed out that the change was not acceptable

to DD/P.
Office of Co ications - Reference, Parapraph 2a (renumbered
la) = 58 gree at the revised statément was satis-

factory, but that if any exception was subsequently written in
for DD/P records it would have to include the records of the
Office of Communications. The DD/P has requested no exceptions.
Office of the Comwptroller - In the discussion with Mr. E;;;:] 25X1A
and| | their specIfic comments were resolved as fol T

Paragraph 2a (renumbered 1a) - The revision in this draft
overcomes the previous objections. However, a new question =
was raised concerning legal custody by CIA of some of the
records of predecessor organizations. The matter was discussed
with the General Counsel, Mr. Houston, who assured us that this
regulation can legally apply to these records.

Paragraph 3al (renumbered 2ak) - The revision satisfies the
objections previously raised. e

Paragraph 4a2 (renumbered 3a2) - This comment was with- o
drawn.

Paragraph 4a3 (renumbered 3a3) - This comment was with- .
drawn upon agreement to include the words "Records Management" ™~
preceeding "program requirements".

Paragraph 4a5 (renumbered 3a5) - Comment was withdrawn '
following a discussion in which it was pointed out that:

a. No conflict with the Comptroller's regulation
is involved.

b. This provision for liaison on records manage -
ment matters is consist@nt with regujlations
of other offices having responsibility for
liaison on specific functions, and is consist@nt
with the regulations of other Government
Agencies with respect to Records Management,
Liaison with GAO.

MERITY A 2
g?ia“;;!:. ..

A
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Paragraph La6 (renumbered 3a6) - The revised paragraph
satisfies the obJections previously made.

Paragraph 4b3 (renumbered 3b3) - The requirement for
rendering reports has been eliminated from this revision
and the comment has been withdrawn.

DD/P - The comments of the DD/P were general Iln nature and \\
this revised draf't satisfies their objections. The concurrence
was signed by Mr. Hulick.

2. In view of the extended length of time that the regulation

has been in the process of preparation and coordination and because

there’'is a real need for it, we would appreciate you hendling it as

expeditiously as possible.

25X1A
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MEMORANDUM FCR: Chief, Regulations Control Staff

SUBJECT: Proposed Regulation [ | "RECORDS 25X1
VMANAGEMENT" (Job #1320~VJB)

le While agreeing with the need for a regulation to
cover "Records Management" more adequately than the present
25X1A [ ] this office does not concur in the subject proposed
publication as written,

2+ A Clandestine Services records management progran
has been functioning for some time under the general guidance
of the Chief, RI as the DDP Area Records Officer. Because
of the sensitivity of many records within the Clandestine
Services, it is believed that DDP should be given special
consideration in any records regulation promulgated for Agency-
wide use. It is believed that he should be delegated authority
therein to continue the maintenance and further development
of a CS records management program responsive to his particular
requirements,. compatible with CS organizational needs on a
world-wide basis, and in general conformity with the over=all
Agency records management programe It is contenplated, of
course, that DDP would seek the advice and assistance of the
Management Staff whenever necessary or appropriates

?‘(@;
5X1 = 25X1A
L CHARLES V, HULICK
& - Executive Officer, DD/P
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TO : Chief, Regulations Control Staff DATE: 7 0CT 1955

FROM  : Deputy Comptroller
(Job 1320-VJB)

1. This Off'ice concurs in the proposed regulation subject to
revisions, asg follows:

a. Subparagraph 2a

Inasmuch as certain records in this Office relate to operational
projects of the Deputy Director (Plans) which should be exempted
from the provisions of the proposed regulation, insert "and
records relating to such projects in any other Agency component,"
after the title, "Deputy Director (Plans)."

‘ SUBJECT: Proposed Regula‘bionD ~ Records Mznagement 25X1A
|
I
|
}
|

b.  Subpr ;agraph 3a(h)

L By substituting "except those precluded due to security classi-
‘ fication or semsitivity" for "regardless of security classification
or sensitivity," the subparegraph would become acceptable.

¢. Subparagraph L4a(2)

j . 3?59“”*' Add to this subparagraph "except such forms as are used solely
o for the accumulation of data by and vwithin an Agency component."

d.  Subparagraph ha(3)

1 . . . . .
':ﬁ%&”” Insert "forms design" preceding “services" and “"filing" preceding
ot "supplies." and "equipment."

e. Subparagraph he(5)

‘f ’ Certain officials in the General Accounting Office have been

i’
‘WLﬁﬁ,wJ cleared to handle our budget and financial problems and these
Qfﬂ‘” officials are familiar with our budget and finance methods and
operations. In order that this subparagraph may not be construed

to authorize the Chlef, Management Staff, to contact the General
Accounting Office as one of the "other" Government agencies,
as well as exclude budget and fiscal matters from such liaison,

w ) *h
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the Office suggesls the subparagraph be revised by adding at

the end thereof the following:

"except that all liaison with the General Accounting Office
shall be under the supervision of the Comptroller."

Subparagreph Lka(6)

"Operational audits" should be defined, together with the purpose,
nature, scope, and extent of the examination contemplated.
Furthermore, certain records under Jurisdiction of the Comptroller
should not be made the subject of such audits.

Subparagraph 4b(3)

" This subparagraph should denote the type and kind of reports

chtemplated.

S 25X1A
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TO: REGULATIONS CONTROL STAFF,

25X1A
o
: CONCURRENCE SHEET
PROPOSED ISSUANCE: Records Managemant,
Dreft dated 12 Auvgust 1955 25X1A
CONCUR:
(a) Substance
(b) Rescission of CIA Regulation No.
(c) Classification 25X1A
(a) Distrivution
!
25X1A
e
f, Administrative Staff
TOGISTICS
Office
80 SEP 1955
Date

COMMENT
See Attachment.

(Job. #1320~-vJB)
‘_ e Due: 2 September 1955
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COMMENTS RE: PROPOSED REGULATION RECORDS MANAGEMENT 25X1A

l. This Office concurs with the principles set forth in the

proposed regulation. However, we wish to reserve the priviledge of
reviewing and commenting on such requirements as mey be made of this
Office in the form of procedures remaining to be developed under the
regponsibilities stated in paragraph 4.a.(l).

2. Comments regerding specific portions of this regulation are

as follows:

» Paragraph 2.a - This paraegraph should be clarified as to its

- intent regarding records created or accumulated by other elements

of the Agency in support of operational projects of the DD/P.

Paragreph 3.a - Recommend "Areas" be defined.

Paragraph 4t.a.(3) - Responsibility for reviewing and approving

requests for filing equipment and supplies has been delegated

to Area Records Officers by Agency Notices | | 25X1A
Paragreph 4.a.(5) - No provision is made for exemption of covert

and other sensitive records from submission to GSA and Congress
for authorization of disposal schedules.

" Paragraph 4.b.(2) - Suggest that Operating Officials designate

individuals to administer their ares programs and that the
responsibilities of the area administrators be defined.
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TO: REGULATIONS CONTROL STAFF,

25X1A
CONCURRENCE SHEET
o
PROPOSED ISSUANCE: [ | Records Mapmgamerd 25X1A
‘ Dreft dated 12 August 1255
CONCUR: .
f/fg)/Substance
b) Reseission of CIA Regulatiom No.l | 25X1A
e) Classification
2{d)-Distrivution
25X1A
_- Signature 7 7
07/
Office '
: 7 AL 55
“Date /S

COMMENT 2.b.(7) Reword to read: Vital materials - The timely selection,
transfer to, and maintenance in a repository, of records essential .to the
Agency on a continuing basis and which, if destroyed, would constitute an
irreplaceable loss. 3.&.(3!1/ Reword to read: Records essential to emergency -
operation shall be currently deposited at approved relocation sites. 3.a.(l) ¢
: Reword to read: The Agency Records Center as well as repositories at approved
EGIB relocation sites shall be j:l{llg( facility for storing, processing, and servicing
Agency, etc.... Lt.a.(l)‘/Add:‘ +eoo staff guidance and assistance for area program.
=-hoa.(4) Reqord to read: Technically supervising operations of the Records Center
pd Vital Material Repository and repositories at approved relocation sites.

-
R

(Job. #1320-vIB)
Due: 2 September 1955

C-0-N-F-T-D-E-N-T-I-A-L
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- C=0-N-Ful-D-E-NeT-T-A-1,

TO: REGULATIONS CONTROL STAFF, 25X1A
CONCURRENCE SHYET
PROPOSED ISSUANCE: :l Records Mersprrant 25X1A

Dreft dated 12 Ausust 1954

CONCUR: '
(a) Substance

(b} Rescizsion of CIA Reguwlation No. 25X1A
{c) Classification
(d) Distribution

| 25X1A
——J Signature

Assistant to the DD/I (Admins,)
Office

1 September 1955
Date

COMMENT : Inasmich as the Office of Security has requested that
Restricted Data be retired within 0SI it is recommended that the’
phrase "with the exception of Restricted Data" be inserted in line
¢, para. 3 a (L) immediately after the word "records",

¢

(Job. #1320-VIB)
Due: 2 September 1955

Approved For; Release 2003/04/17 : CIA-RDP81-00728R000100130011-8




Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130011-8

!

C-0-N-Ful-D-E-N-T-T.A-1,

TO: REGQULATIONS CONTROL STAFF,

25X1A
CONCURRENCE SHXET
PROPOSED ISSUANCE: I:I Records Maregrment
Dreft deted 12 August 1955 25X1A

CONCUR:

(a) Substance

(b) Rescission of CIA Regulation No. 25X1A

(c) Classification

(d) Distribution

25X1A

SIgnature V

Policy Staff/o0s
Office

TAUG 31 1955
Date

COMMENT

(Job. #1320-vJB)
Due: 2 September 1955
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i

C-0-N-Fal-D-E-N-T-T -A-1,

TO: REGULATIONS CONTROL STAFF, 25X1A

CONCURRENCE SHEERT

25X1A
PROPOSED ISSUANCE: [ | Records Mamsgement
Draft dated 12 August 1955
CONCUR:
(a) Substance
(b) Rescission of CIA Regulatinn No |:| 25X1A
(c) Classification o

(@) Distrivution

25X1A
Signature
(/M Lt LUAL
/Office (/ 4
L7 M N
Datel/
COMMENT
2 7. "“«f ’l;
yesy - \ (Job. $1320-vIB)
LN Due: 2 September 1955
SOl s 2 .
GONF-T-D E-N-T-T-a-1
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C-0-NuF ol -D-E-N-P-T-A-I,

TO: REGULATIONS CONTROL STAFF,

25X1A
CONCURRENCE SHEET
PROPOSED ISSUANCE: E;;;;;;:g Records Maregsment ' 25X1A
eted 12 Auvcust 195%
CONCUR:
(a) Substance
(b) Rescission of CIA Regulatiom Mo. 25X1A
(c) Classification
(d) Distribution
25X1A
Signature
Acting Director of Personnel
Office of Personnel
2 4 RUG 1955
Date
COMMENT
None ’
TR B R A.
PHENT S {Job. #1320-vIB)

Due: 2 September 1955

C<O-N:F-I-D-E-N-T-T-A-L i
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C-0-N-Ful-DeE-NaPoTwA-L,
TO: REGULATIONS CONTROL STAFF, 25X1A
P CONCURRENCE SHERT
PROPOSED ISSUANCE: [ | Records Maregrment 25X1A
Draft dated 12 Auvgust 1954
CONCUR:
(a) Substance 25X1A
(b) Resecission ~f CIA ReguJ.atic>n|:|
c) Classification
(d4) Distribution 25X1A
Chier, Wedical Starf N
N Office
22 August 1955
Date
COMMENT
{Job. #1320-vIB)
Due: 2 September 1955
C-0<N-F-I+D-E-N-T-T-A.L
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V.

‘ ' C=0=N-Faf-D-F-N-T-T-A-L

25X1A
TO: REGULATIONS CONTROL STAFF,
CONCURRENCE SH&RT
PROPOSED ISSUMNCE: | | Records Marsgemont 25X1A
Dreft dated 12 Augis®t 1954
C'ONC[(JR:
a) Substance
(b) Rescission of CIA Regulatiom I\‘.‘o.l:l 25X1A
{c) Classification
(d) Distribution
25X1A
SA-DD/S
Office
22 August 1955
Date
COMMENT
NONE
i ‘::j 5 ;“, .
T (Job. #1320-vIB)
S Due: 2 September 1955
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C-0-N-F~L-D-E-N-T-T-A-L
TO: REGULATIONS CONTROL STAFF, VT 25X1A
CONCURRENCE SHEET
PROPOSED ISSUANCE: [:::::::] Records Manegement 25X1A
Dreft dated 12 August 1955
conm(m:)
a) Substance
(b) Rescission of CIA Regulation lo| | 25X1A

(c) Classification
(4) Distribution
0GC only: (e) Authentication by DD/S (DCT or TM/S)
insert one AN

25X1A

Office of General Counsel
Office

17 August 1955

Date

COMMENT Par. 4a(5). The last part of this paragraph regarding he
obtaining of Congressional authorizations for the retention a:d
disposal of records could be misinterpreted to impinge upon -the
exclusive authority of the Legislative Counsel to conduct liaison
with the Congress. It is recommended that this paragraph, be-
glnning after the last ccimm, be changed to read as follows:

"+ o .including liaison with National Archives for the
purpose of obtaining Congressional authorizations for the
retention and disposal of records”.

This Office concurs in : subject to the modification 25X1A
recomended above.

—
U)‘j 1
: S
(IS o .
y ‘),pi\‘; P o «7#
pﬁ' q’,\"'\/,- kN _ ‘
AT I i, i L e . {Job. #1320-vIB)
R Due: 2 September 1955

C-0-N-F-I-D-E-N-T-I-A-L
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TO: REGULATIONS CONTROL STAFF, J0-5%%2  25X1A
19 AUG 195%

CONCURRENCE SHEET

PROPOSED ISSUANCE: [ | Records Mensgrment 25X1A
Dreft dated 12 Auvgust 1955

CONCUR:
(a) Substance -See remarks below 25X1A
(b) Resecission of CTA Regulatiom No.l:l
{c) Clessification 25X1A
(4) Distribution

é/ Signature

DRirector of Communication:

Office

7 IZMA :;"‘"

Date ¢

COMMENT
Para. 2a should include a statement to the effect tl.at those

Office of Communications records in support of DD/P projects are
also exempt from this regulation. '

(Job. #1320-vJB)
Due: 2 September 1955

g
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TO: REGULATIONS CONTROL STAFF, |

25X1A
CONCURRENCE SHEET
PROPOSED ISSUANCE: :l Records Management 25X1A
. Dreft dated 12 Avgust 1955

CONC[{R:)

a) Substance

(b) Rescission of CIA Regulation No.l:l 25X1A

(¢) Classification 25X1A

(d) Distribution

E;fﬁce ~
AUG 18 1955
Date
COMMENT
ey {Job. #1320-VIB)

Due: 2 September 1955
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i C-0-N~-FoI-D-E-N-T-T-A-L "~

e

TO: REGULATIONS CONTROL STAFF, ‘ 25X1A

CONCURRENCE SHEET

iy PROPOSED ISSUANCE: [ |Records Mansgement 25X1A
?3 Dreft dated 12 August 1955
| CONCUR:
a) Subst
(o) Renctonss Con Ly 25X1A

(b) Rescission of CIA Regulation No.
(c) Clessification -
() Distribution

25X1A

Signdture
CtFLEIETETAYAT

Office

/7 AVGULT ST

" Date

COMMENT Qfg pwg‘ '
Seggedt da swilinim g o aadem ST il

25X1A

W &M\w‘hhﬂ ‘Z) AR, VeaT
.@ﬁ?/%((t-‘-/ﬂ’?@ W Axcdive @ﬂﬂf eAE.

ﬁ”‘”'“*’“ fﬂ\/ tdricl. ace Conirive) .
% <?%2°ZW01LE4JD/)

25X1A

(Job. #1320-VJIB)
Due: 2 September 1955
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MEMORANDUM FOR: Deputy Director (Administration)

SUBJECT: Proposed Regulation No. I:I 25X1A

Records Management

l. Subject regulation is submitted for your
consideration oval. It replaces Agency
Regulation No 25X1A

2. It is necessary to revise the Records
Management Regulation to reflect the recent reor-
ganization which wade the Managemwent Staff respon-
sible for the records management Ffunction and to
further clarify the policies » objectives and scope o
of the records wanagement program and assign re-~
sponsibilities for its jwplementation.

25X1A

Chief, Management Staff

Attachment
Proposed Reg. No. |:| 25X1A

SECRET
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ized Lo opomating offices 12 desived, Tha (Mied, Manem-
mewt Stall, will aspiot chiefs of mejor commononts in do.
feruining prosam seome, stotTing and L4 P V7 A v
tent ta whichk the sesviess of the Muannspwerh Shafr w11
¢ wsed,

L. Frocran Stelfing.  Unon estsblishoont of $the Soen easran,
an area feeovds Wleor, GHA1L or abowe, will by deuige
neted Uy dhe ohiel of dhe majer camponont or operatl
otioe o dlrect the conduct of the prograw.  An sdeouato

Wwill e provided to enswre accomplislvont of ppoe

oo obJectives,

Ve o DUPFLENINTAL INSUAODS

v

o, Thiy Pollowing beadbools bove buen lssued to
thin ropulahion:

Heaords Vounnement Procearn Sulde

25X1A

Sorressondones UonThooi

Bandbook for blect 7iling

. In eddition to those slready issuxd. homibooks on reporis
maragement, correcpondence mangocment, Porms manssoment,
mall control systesms, micvophotogrephy, vite: wabterinls,
ard veeosds dloposition will te developed and ismued ot o
Tator dabe. '

FOROUHE DIMBECTOR 8 ORNTRAL TRTRTLIGTHOE:

AR YA ) 3
Teputy Director
{Adminigteation)

DISTRINUTION: 4B
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O]ﬁce Memowmdzzm * UNITED STATES GOVERNMENT

TO :

Chief, Regulations Control Staff, DATE: - U
Management Staff

THRU ¢ Chief, Management Staff

FROM

SUBJECT:

¢ Chief, Records Management Staff

Proposed Regulation Nod Records Management

l. The attached proposed regulation rescinding |:|
is submitted for approval of the DD/Se It is necessary to
revise the records management regulation to reflect the
reorganization which made the Management Staff responsible
for the Records Management Program and to include rrogram
elements not previously covered, .

% Specifically, the proposed regulation brings forms
management, reports managementsand correspondence manage=
ment within the scope of records management; assigns respone
gibility for technical supervision of the Repository to the
Management Staff and; provides for top level support by
assigning to the Deputy Directors responsibility for estabe
lishing and maintaining area programs.

3« I do not feel that working level collaboration on
the proposed regulation is necessary since its acceptance as
a program charter will be determined principally by the
decisions of the Deputy Directors, AP distribubi
regulation is recommended., Mre I—utmn_oi_th.e_l

may be consulted for further informationg

CONCURRENCE:

(’ JUL e 1R
Chiet, Maljagement Starr Date
Attachments

Proposed |:|

Approved Fbr Release 2003/04/17 : CIA-RDP81-00728R000100130011-8

25X1A

25X1A

25X1A

25X1A

25X1A



ILLEGIB Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130011-8

Next 1 Page(s) In Document Exempt

Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130011-8



ety TR

Lo e e,
1

T e Rpproved For Release 2003/04/17 : CIA-RDP81-00728R0001001300118 | .. - " yigley

. iy cgetimahon .3\5'6’.5-7
Oﬁice Memomndz;m * UNITED STATES GOVERNMENT

TO : Asslstant Deputy Director (Administration) DATE: 5 January 1953
FROM : Chief, O & M Service

SUBJECT: Revision of CIA Regulation No.[::::] Travel
25X1A

1. There is returned herewith a memorandum from the Deputy
Director (Plans) requesting that paragraph 3.4.(1)(e) which
requires that overseas travel for overt office representatives be
revised by deleting the phrase "when such overseas travel involves
contacts with or temporary duty at covert overseas installations."

2. Authority to publish the revision is recommended, Please
note that the Deputy Director (Intelligence) has approved the
change.

25X1A

W. L. PEEL

Attachments

Copy of CIA Reg. NoJ | 25X1A
Memorandum from Deputy Director (Plans)
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DEC 2 9 1952

MEMORANDUM FOR: Deputy Director (Administration)
SUBJECT : Overseas Travel

REFERENCE : CIA Regulation No[  |dated 21 November 1952 25X1A

1. Paragraph 3.A.(1)(e) of the reference Regulation states in
part that: "Plans and itineraries for official overseas travel of
overt office representatives must be fully coordinated with the Deputy
Director (Plans), prior to the issuance of travel orders, when such
overseas travel involves contacts with or temporary duty at covert
overseas installations,"

2. The underlined portion of the reference paragraph quoted in
paragraph 1 above is in conflict with current practice and should
therefore be deleted., The Director has indicated that Senior Repre-
gentatives must be fully informed in advance of all travel of Agency
persomnel to their areas of jurisdiction even though such travel (as
in the case of area familiarization sponsored by the DD/I) may not
involve contact with or temporary duty at covert overseas installations.

3¢ It is, therefore, requested that a revision of the reference
Regulation be published deleting the underlined portion of the refer-
ence paragraph quoted in paragraph 1 above.

25X1A

: G. WISNER
. - Director (Plans)

CONCUR: _| 25X1A

T (2 TOCOU VUL IO ISy
\j
Enclosure

Copy of CIA Regulation No. I:l 25X1A

JAN 2 4053
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Assistant Deputy Director (Administration) 5 January 1953

Chief, O & M Service

Reviwion o2 CIA Regulation 1“!0.|:| Travel 25X1A
l. There ie returned herewith a memorandum from the Deputy

Diruetor (Plans) requesting that paragraph 3.4.(1)(e) which

requires that overseas travel for overt office representatives be

revised by deleting the phrage "when such overseas travel involves

coutacts with or temporary duty at covert oversess installotlons.”

2s Authority to publish the revislon is recommended. Please
note that the Deputy Director (Intelligence) has approved the

changa,

We Lo PEEL

Htachaants
Copy of CIA Rege No{ | 25X1A
Memorandun from Deputy Director (Plans)

25X1A [ e
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DEC 22y a9

"ol Denuty Direebor (Adviniotrotion)

Iversens Travel

o
P
e
i
jt
£
o
o
.

1. Paroerrepi 3.4.02)(e) of e voeforence e ulatlon states in
ey u wbt Plane and ltinerarics for officinl overseas uravel of
overt office representatives isust Le Tully coordinated with the Depuly
sirector (Plans), prior to the issuance of trc avel orders, viien _guch
overseas travel L‘:WOva contacis with or temperary duby at coverd
overseas instellations,” i

2. The underlined portion of
p:;.ra{tra'(m 1 L-.L‘ovc is in conflict
therelore be deleted. The X',iz"oc’bfu’ g
sentatives wost boe full- informed iu g.cl'mncc oi‘ all 'b"r":*vc"v of Lrcney
NOT 1) ' . Y RERPE K R I - E Y
1?01::53 (‘(,:o ih ;:;iac.: cas of jurisdiction e L s uch Lru.vo- (ws

o iliarication s a3oh

or - 2t

\
arasraph

cuoted in
3T

Py

.u. It ds, thercfore, 2 e ted that a | ""‘crc‘\cc
e nunliched deletine the underlined «ol“L.‘.i of hic relfere
ranin cuoted in parasrarh 1 above.

noe DO

/S Richard Helmg
For wmem o, s
Deputsy JlI‘LCLOl‘ (Plans)

COTCUR: /sf

asmieond

DepuTy Prrcotor (InGolli ence)

J

Enclosure
Copy of CIA Repulation Vo,
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Oﬂice Mem0mndzzm * “UNITED STATES GOVERNMENT

TO ‘Assistant Deputy Director (Administration) DATE: 18 November 1452
FROM  :(chief, O & M Service
SUBJECT: Proposed Revision of CIA Regulation No[:::::] Transportation 25X1A

1. There is attached hereto for approval and authority to publish,
proposed revision of paragraph A (1)(a) of CIA Regulation No. 25X1A
Transportatiorn, which has been amended to provide that EOD travel orders
for personnel appointed from their homes for overseas duty or transferred
to CIA from another Government agency outside of Washington shall be
issued by the Assistant Director (Persomnel) or his designee,

2. The original draft submitted for concurrence weas based on a
request received from the Chief of Administration for the Deputy Director
(Plans) and provided that EOD travel orders for persomnel appointed
from their homes for overseas duty should be issued by the Assistant
Director (Personnel) or his designee. This draft was approved by the
General Counsel and Comptroller.

3. The Assistant Director (Personnel) concurred with the basic
proposal but suggested that his authority to issue initial travel orders
be extended to include orders for nev employees transferring to
Washington from another Govermment agency.

L. The attached includes the suggestion of the Assistant
Director (Personnel) and has the written approval of the Comptroller.
bo Lfurther coordination has been effected as it would seem logical
that authority to issue LOD travel orders should be vested in the
Assistant Director (Personnel) by the Deputy Director (Administration)
without obtaining the concurrence of each Office head conceiped.

25X1A
¥, L. PEGL 7
Atteh.
Proposed Revision of CIA Reg. 1 25X1A
W
wr b N e,
\GC{FH[ ! iﬁ!"

HHArmalion
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4 Sequrit nformatio
| O]ﬁce Memoranduin'"58iTED sTATES GOVERNMENT

|
|
; TO : OChief, Organization and Methods Service DATE:
‘ FROM : Assistant Director (Personnel)
SUBJECT: Proposed Revision of Agency Regulation
P geney Tee 25X1A
1. Attached revision of Agency Regnlation| __ |has been .

reviewed in accordance with your request. This office is in
| agreement with the basic proposal extending to the Assistant Director
’ (Personnel) the authority for issuing initial travel orders for
! certain overseas personnels It is not clear, however, in the state-
| ment drafted whether it is intended that this authority be exclusive
| to the Assistant Director (Personnel) and his designees or enjoyed
: Jointly with the. operating officials covered in the authorization for
| issuing travel orderss It is understood that the intention is to
require that all such orders be issued by the Personnel Office and
| the proposed redraft forwarded herewith has been so stated.

2+ It is believed that the change should also cover the orders
on new members transferring from another government agency.

25X1A

W. H. H. MORRIS, JR.

Attachments

7
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27 October 1952

MEMORANDUM FOR: Assistent Director (Personnel)
Comptroller
General Counsel

SUBGLAT Proposed revision of CIA Regulstlon WOCI
Trensportation

1., There i1s attached hereto proposed revision of paragraph
A (1) (a) of CIA Regulation No.l__P_lwhich provides that ZOD Travel
Orders for personnel appointed from thelr homes for overseas duty
shall be lssued by the Personnel Office.

2., This revision was requested by the Chief of Administration

" for the Deputy Director (Plans) and has the concurrence of the

Chief, Covert Personnel Division.

3. It will be sppreciated if you will submit your comaents
to this office by 3 November, 2

¥W. L. PEBL /
Chief, Organizetion & Methods Ser¢ices

Attachment
Draft

CONFIDENTIAL

" s ention
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GET 29 1952

MEMORANDUM FOR: CHIEF, ORGANIZATION AND METHODS

SUBJECT s

Revision of CIA Regulation | | 25X1A

In order that the Personnel Division may prepare and
issue Travel Orders on personnel employed for overseas
duty and being brought to Washington D.C. for temporary
duty, it is requested that CIA Regulation [ __ |para=- 25X1A
graph A. (1) (a) be amended as follows:

Amend CIA Regulation paragraph A, (1) (a) 25X1A

by adding the following:

Concur:

eesesss €xcept that the Personnel Office is
authorized to issue Travel Orders for personnel
employed for overseas duty from a point outside
the metropolitan area of Washington D.C. which
will bring them to Washington D.C. for temporary
duty and may include per diem as provided in
paragraph C. (&) of CIA Regulation [ | 25X1A

25X1A

CHIeI oI Administration

GONFIDENTIAL
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Security Information

27 October 1952

MEMORANDUM FOR: Assistent Di}mctor (Personnel)
Comptroller
General Counsel

25X1A

SURTLYL. Proposed revision of CIA Regulation No.
Trensportetion

1. There is attached hereto proposed revision of paragraph
A (1) (2) of CIA Regulstion No.[ _ | which provides that EOD Travel 25X1A
Orders for personnel appointed from their homes for overseas duty
shall be ispued by the Perscnnel Office.

2. This revision vas requested by the Chief of Administration
for the Deputy Director (Plans) and has the comecurrence of the
Chief, Covert Personnel Division.

3. It will be apprecisted if you will submit your comments
to this office by 3 November.

2

25X1A
W. L. PEEL ~
Chief, Orgenization & Methods Services
Attachment
Draft
UGt v 1wy
CONFIDENTIAL {/75

Secl"'“‘/ lH[C\r‘M-- JEo.
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October 18, 1961
(Accounting Systoms Memo, No. 10)

FOR TAXICAB EXPENSES

Subvoucher No, ccoeeeee..... S
Date
Namp AaeNoy
CLAIMANT'S ADDRESS
For travel on official business via taxicab:
DATE FROM— 10— FARE TIP
TOTALS,

I have determined that the above travel by taxicab was advan-
tageous to the Government,

(Approving official)

Payment received from Cashier :*

*For uso only when payee sccures relmbursement from Ageni Cnshier or
Imprest Fund Cashier, : 100565601  GPoO

I certify that this claim is correct and proper and that pay-
ment or credit has not been received.

(Signature)

Title

ACCOUNTING CLASSIFICATION

Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130011-8
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‘ RE IMBURSEMENT FOR TRANSPORTATION EXPENSE

Received from Petty Cash Fund $ R repi-esenting reimbursement
for the following actual official transportation expenses:

f i Type From - To
| Date Conveyance {Addresses Need Not Be Specific) Amount
1.
2.
3.
| 4.
! I certify that I have not been nor will I be reimbursed for the above
| expenses from any other source, and that they were not incurred in non-official
i travel between home or places where meals were taken and places of duty.
§ Justification for these expenses is shown on the reverse hereof.
? ' (Date) (signature of Claimant)
FORM NO. 3¢ y5¢ (.a8)

JuL 1951
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(Claimant wil

JUSTIFICATION

1 initial appropriate 8pace or spaces and circle applicable trip

rumbers. ) .
Initials Trip No.
—_— 1234
———— 1234
————— 1234

Government transportation not available in
reasonable time and presence was required
elsewhere for urgent official business.

Government transportation not usable
because of security reasons.

Other reasons why advantageous to the Government.
(Speciry)
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Office Memorandu™ "0y s 25%1A

TO :
FROM

SUBJECT:

25X1A

25X1A

Chief, 0 & M Service DATE: 1 May 1952

t Deputy Comptroller

Proposed Hevision of CIA Regulation No. |:| Transportation 25X1A

l. Pursuant to your memorandum request of 15 April 1952, we
have reviewed the Standard Form No. 116l and the CIA Form No, 36~
126 and as a result, we agree that S.F, 116L can be used to better
advantage than the other form.

2. It is therefore recommended that Paragraph A(12(b) of

CIA Regulationl;l be revised to authorize the use of S,F, 116l
instead of CIA Torm No, 36-126,

3. It is also suggested that the revision of the Regulation
include a provision that monthly or periodic summary account ings
for taxicab funds may be submitted and that in such instances,
approval will not be required on each of the supporting Form 116,
In order to obtain the required wording for this provision, it is

suggested that your Office contact the Chief of the Finance Division,
qu.

25X1A

| | MAY-1 om0
CONPIRENTIRL
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theny

Deputy Director/Administration 4 Aprdl 1952
THROUGH: Chief, Organization and Methods Service
Assigtant Dirsctor/Personrel

Revision of CIA !’.egulatimnl:l 25X1A

1. There is attached o proposed revision of CIA Pegulation
25X1A %Lwith particulsr reference to paragraph A(2)(a) and paragraph

2. It is felt that the proposed revision would provide for a
wore effective handling of Agency travel operations through recogni-
tlon of certain differences in procedural requirements between foreign
and domestie travel, Experience obtained since the Central Processing
Branch has been in operation sugpeste that:

@. The Central Processing Branch 1s primarily and most ap-
proprietely concerned with the processing of personnel
returning from and/or going to overseas assignments. It
is for such personnel that the central performence of the
Finance, Personnel, and Tranaportation functions is most
expeditious.

b, Thore is ususlly no need for personnel engaged in purely
domestlic, temporary-duty travel to report to the Central
Processing Branch.

¢. Generally, the Central Processing Branch is in a position
to expedite domestic travel arrangements for persommel
who are normally processed by CPB, that 1s, personnel
going to or returning from overseas mssigrments.

3. This Office iz not aware of other Regulations which would
require revision as a result of subject revision.

4e To speclal restriction as to distribution is recommended.

5. For detailed information, contact Mr, Deputy 25
Peraonnel Director, telephone extension %%1

F. TRUBEE DAVISON

CONCUR ¢

25X1A P
Chief, AMatrletrative Serviee

inbermation

Laptrity’
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14 December 1950

MEMORANDUM FOR: ADVISCR TOR MANAGLMENT
SUBJECT ¢ Draft of CIA Services Regulation -|:| 25X1A

1. Pursuant to your request of 9 November 1950 comments of
0SO concerning subject are forwarded herewith.

2. Service regulations | I General Services 25X1A
and Supply and Property delegate certain headquarters housekeeping
functions to the operating offices which might possibly be per-
formed more efficiently by the Administration Office of CIA. These
regulations also seem to ignore covert funections and certain basic
procedures whereby covert stations procure property.

3. The allocation of Class A, B and C Equipment outlined in
Paragraph 4 (e) of Regulation does not appear to take into 25X1A
consideration the need of certain of the covert field station for
Class "A" equipment. In terms of cost of transportation for re-
placements and foreign cost of maintenance of certain items it
probably is more economical in the lonz run to equip overseas
stations with first class equipment where ever possible.

4. The following changes in Regulstion |:|may be 25X1A
advisable: sub Paragraph (3) omit the words "English language

E.g. Pravda is distributed widely and considered expendable., Sub
Paragraph (4) omit last phrase "of Contact Division and Toreign
Broadcast Information Division", Books sent overseas by 050 and
OPC are not recorded,

5. Tt is presumed that it is intended to issue separate
regulations covering covert supply. If so 030 concurs in general
with these regulations as applying to headquarters.

25X1A

TP ey e
Bl

WG,
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Office Memorandum « vire 25X1A

TO ' Management Officer DATE: 10 November 1950 \4“ ,

FROM : General Counsel

SUBJECT: Draft 6f CIA Services Regulation -I:I 25X1A

¥
- Lo Your Draft of CIA Services Regulation -|:| dated 25X1A
9 November 1950, has been examined in this office.,

2+ The broad wording of Section III. A. might lead procuring
officials to believe that they can disregard existing laws and reg-
ulations concerning the authorized forms of contracts and types of
procurement. The following revision of that Section is suggested:

"Contracting and Procurement Authority '

The Director will delegate authority to those employees
who may incur 7 :.zal obligations for the procurement of sup-
plies, equipment or services. Such delegations will not be
contained in this manual,"

25X1A

LAWRENCE R, HOUSTON
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OJﬁL‘B Mewmorandum « oNITED STATES GOVERNMENT

Mr, | DATE: oy, 14, 1950

Administrative Officer, Medical Staff
Draft of C.I.A. Services Regulation ~| | 25X1A

1. Concurrence is herein indicated with noted exception.

2. Your attention is invited to Section V, B, 1 of subject
“egulation vherein reference is made to "Arrangements are made
(by Transportation Branch) for ¥ Physical examinations, immuni-
zations when required *##¥,  There is no procedural disagreement
between the Transportalion Branch and the Medical Staff it is merely
felt that the statement as it now stands is ambiguous. The
Transportation Branch is concerned only with evidence that = Physical
examination and immmnization have been completed prior to the
individuals departure, the actual scheduling is accomplished by the
Personnel Divisions. As it now stands the impression could be that
Transportation effects the scheduling.

25X1A

ok
N\
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O]ﬁce Memomndzgm * UNITED STATES GOVERNMENT

TO
FROM

SUBJE

B N 2 AT S iy

YigoAY T ey
! Management Officer DATE: N2 s

" Security Officer, CIA 25X1A

CT:
Draft of CIA Services Regulation - I:l
25X1A

1. This office concurs in the subject draft, It is noted, however,
that the proposed regulation does not provide for relief from responsi-
Xpility for an officer in a field station who {ssues or disposes of non-
nces or in a combat

expendable property under emergency circu

. R ¥ : R A s
area. The Chairman, Covert Property Survey Board, in a memorandum

dated 15 November 1950 to the Executive, recommended that Agency
regulations be amended to meet this situation as the only means of
relief from responsibility consist of submission of a Property Survey
Report to the Property Survey Board.

Pl N 25X1A
- o)
. = Cdlonel, GSC
M tf‘/v
A
L~
AN

SECRET o Q’@Q"\%
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“U25X1A
; Oﬁce Memomndum UNITED STATES GOVERNMENT o
i
?‘ // TO :  Management Officer ‘ ‘ DATE: . g November 1950
: ‘ 'FROM  : Chief, Advisory Council "
SUBJECT:  Draft of - ‘ . , '
! . raft of CIA Services Regulatlons I:l 25X1A
! ‘ This Office concurs in Draft Services Regulations cir—
( ' . L .
‘ culated for review,
| L 25X1A
Chief, Advisory Council o
. S
&
\}
N
»$

i
!
i
;
|
|

Approved For. Release 2003/04/17 : CIA-RDP81-00728R000100130011-8




sranoaro rorm edipproved For Release 2003/04/17 : CIA-RDP81-00728R00010013(

Oﬁiw Mensorandume « oNITED STATES GOVERNMENT

gy

011-8

Asgistant to Executive DATB: 22 November 1950

Assistant Director for Operations
Draft of CIA Services Regulation -|:|

: 25X1A
a. Management Officer's Memo dated 9 November 1950,
subject as above
l. This office concurs in reference Regulation as
drafted.
25X1A

P
FE T it & Mdat

o ‘\}y_
W

v@k\
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20 November 1950

MEMORANDUM FOR: ASSISTANT TO THE EXECUTIVE

ATTENTION: Mr. |

TROM: Executive Assistent Director, CD

SUBJECT: Comments on the Draft of CIA Services

25X1A

Regulation -[ | 25X1A

1. This Office concurs in the proposed Centrel Intel-

ligence Agency Regulations - q - as proposed in the
draft submitted November 9, 1950, with the following comments:

a. Page 4, Roman Numeral II, Subparagraph A, Second
line: the words "grade GS-9 or above" deleted or be re-
worded as follows: grade GS-9 or above or with the con-
currence of the Services Officer, individuals of lower
grade carrylng out special assignments.

Among those presently authorized to sign repro-
duction requests in OCD are three GS-5's, one GS-6, and
25X1A three GS-7's
25X1A I !
[ | Most of These requests are Ior pHOLOSTatiC COpLes
of documents and reproduction of photographs, and can be
processed most expeditiously by persons named above.

b. Page 11, Subparagraph 2.a., delete "(1) Documents,
including captured documents, channeled to Foreign Docu-
ments Division for exploitation."

The term "document™ is vague. Accountability is
now maintained or controlled by the CIA Library for all
publications purchased for FDD. Captured documents are
not purchased. It seems unnecessary to specifically exempt
such materisal, .

25X1A

25X1A
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17 November 1950

MEMORANDUM FOR: MANAGENMENT OFFICER, CIA

SUBJECT : Draft of CIA Services Repuletion

1. In your memorsndum of 9 November 1950 concerning the
above subject, you requested concurrence and/or comments con~
cerning a proposed draft of CIA Services Regulztion.

2. In view of the recent reorganization of the Office
of the Executive and the abolishment of 835, it is believed
you will desire to redraft subject regulations.

25X1A

Chief, Staff III/OPC
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/ 30 July 1951 ‘ =

MEMORANDUM TO: Deputy Director (Administration)

SUBJECT: Revision of CIA Regulation No. |:| 25X1A

1. This proposed revision of CIA Regulation No| |:Ls a 25X1A
result of a Task Force study. It is less restrictive than the
present regulations regarding the use of taxicabs and provides a
simplified procedure for handling claims.

2. Concurrences have been obtained from the following
offices and are attached hereto:

General Counsel
Comptroller
Administrative Services
0s0

OPC

3. A draft of the proposed Form No. 36-126 is also attached.
The Assistant Comptroller's comment that the form was unnecessarily
complicated was made prior to revision and he has verbally concurred
with change made.

L. Approvel is recommended. When approved, Section 6.6 will
be deleted from the Confidential Funds Regulations.

25X1A

— Aﬁor for Management

Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130011-8
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30 July 1951

MEMORANDUM TO: Deputy Director (Administration)

SUBJECT: Revision of CIA Regulation No. |:| 25X1A

1. Thip proposed revislon of CIA Regulation No. |:|is a 25X1A

result of a Task Force study. It is less restrictive than the
present regulations regarding the use of taxicebs and provides a
simplified procedure for handling clailus.

2, Concurrences have been obtalned from the following

<o

offices and ere attached hereto:

Cenerel Counsel
Comptroller
Administrative Services
080

opPe

3. A draft of the proposed Form No. 36-126 ils also attached.
The Assistant Comptroller's comment thet the form wes unnecessarily
complicated was mede prior to revision end he has verbally concurred

with change made,

h, Approvel is recommendedl. When approved,Section 6.6 will
be deleted from the Confidentiel Funds Regulations.

| |
Advisor for Management 25X1A

DIM/18

chrono
sub ject

Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130011-8



ILLEGIB Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130011-8

Next 1 Page(s) In Document Exempt

Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130011-8



(2 e Y e

" W i A LR
i et
i

A ARSIV
ST
v " L
i ‘ N . 4 s
10 January 1952
MEMORANDUM FOR: Deputy Director (Administration)
SUBJECT: Proposed revision of CIA Regulation No. Transportetion. 25X1A
1. Proposed revision of CIA Regulation No. was submitted 25X1A

to the Comptroller, Assistant Director (Personnel) and The General Counsel
for approval. The attached incorporates changes requested by the Comp-
troller's Office and verbal approval of the other Offices concerned,

2. The paragraph regarding travel by invitees contained in the
original draft, will be incorporated in the revision of Part VI, CFR,
which is now being written.

3. Recommend approval.

25X1A

W. L. Peel _
Chief, General Services

o
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Oﬁ%e M[emomndzzm * UNITED STATES GOVERNMENT

TO : Advisor for Management DATE: 3 January 1952
25X1A THRU : Comptroller

FROM : Chief, Fiscal Division/.

25X1A SUBJECT: Revision of CIA Regulation No Transportation

1. The proposed revision of the subject Regulation is
returned with the following suggestions:

Sec. 3.A.(4) Add: "In those cases where sufficient
time did not exist to lssue a

T travel order prior to the commencement
of travel, the ‘sppiicable Assistant
Director, or Office head, or his
designee, may approve the reimburse-
ment voucher by signing the following
statement to be inserted on the face
of the voucher:
'Travel without prior written orders
approved '

ILLEGIB

3.4.(6)(c) Suggest rewording to read: L)'ITPE' b wf
Central Processing Branch'ig“* "' Y

authorized to amend travel orders »

prior fo compencement of travel,

when ?@W@d by the originating

Office.”

ILLEGIB

These subsections should be omitted
from this Regulation which is

! available to the General Accounting -
oA ey Office site audit representative.

’ Suggest inclusion in Confidential
Funds Rerulation.

bec. 3.A.(8)(b)
bnd (d)

5,,.,.\ oo — Z»onould further information relative to the above be
desired, please advise.

25X1A

Attachment

CONFIENTIAL

SECURITY INFORMATION

Appréved For Release 2003/04/17 : CIA-RDP81-00728R000100130011-8
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SECUNITY INFORMATION

Advisor for Manegement 3 Januery 1952
THRU : Comptroller
Chief, Fiscal Division

Revision of CIA Regulation No.l:l Transportation 25X1A

1. The propfiped revislon of the subjJect Regulation is
returned with the following suggestions:

Sec. 3.A.(4) Add: "In those cases vhere sufficlent
time did not exlet to lssue a

travel order prior Lo, the commencement
of travel, the “Mﬁ)&% Assistent,
\ Director, or Office head, or s A7t .
(k” deslgnees, mey approve the reilmburse-
L ment voucher by signing the following
Sy statement to be inserted on the face
= of the voucher:
'Travel withoul prior written ordera
approved'"

ot !
Sec. 3.4.(6)(c) Suggest rewording to read: "The f"é, p
. Central Processing Branch)ig == vl
authorized to emend travei orders,
prior_‘ ;?’,?‘ comuencement of travel,

when “zié(;m} rested- by the originating
O0ffice.’

Sec. 3.A.(8)(v) )

and (d) These subsections should be omitted
\ . Trom this Regulation which is
availeble to the General Accounting
IR Office site audit representative.
)\ S Suggest inclusion in Confidentiel
i Funds Regulation.

2. Should further information relative to the sbove be
desired, please advise.

25X1A

Attachmepy,

GonFENTIAL

BECURITY INFORMATION
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L December 1951

MEMORANDUM TO: Deputy Director (Administration)

SUBJECT: Proposed Change in CIA Regulation No. I:l'l‘ransportation. 25X1A
{

1. The proposed revision of Regulation No. |;|will allow Senior 25X1A
Representatives and Chiefs of Stationsor Missions To issue orders or

direct emergency travel where necessary. Concurrences have been ex-

ecuted as follows:

Concurrences with comment:

Comptroller
General Counsel

Concurrences without comment:

0S0 00
OoPC PERSONNEL
coMMo

The Comptroller's comments have been included in the attached without

further coordination. (_5.4 Led m\do"mw W ¥ \TMW Jiﬁzfs “pan A}g}o)lfﬂ-

2. The General Counsel has suggested that the Chief of Station be
empowered to return the families to the original location upon the expiration
of the emergency. Th's comment has not been included in the attached as it
seems apparent that av the expiration of an emergency the employee would be
in a location where it would be possible to obtain necessary travel orders.

3. Recommend approval.

25X1A

\fylsor IoTr Management

Attchs,

P Tt e

”
- . e
Serity inlvimnlion i wn JL
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MEMORANDUM FOR: DEPUTY DIRECTOR FOR

ADMINISTRATION
SUBJECT: Proposed addition to CIA Regulation

No.[ ] 25X1A
REFERENCE: OPC Regulation No, page 7 25X1A

1. It has come to the attention of this Office that certain
cases have occurred wherein CIA officials visiting OPC field
stations have not provided for advance notice to the Chiefs of
Stations or Senior CIA Representatives (where existent) and
that actions taken while in the area thus were not coordinated
with them,

2, In order to provide for full coordination with these
field officers, it is suggested that the enclosed draft be con- ,
sidered for inclusion in CIA Regulation No, | | 25X1A

25X1A

RILBOURNE JOHNSTON
Assistant Dirgctor for
Policy Coordination

Encl: 2 25X1A
1, Draft of CIA Reg. No, I | 25X1A
2

2. Ref OPC Reg. No. T Dpage 7

5X1

Colpvle

o547

SEGRE! SEP 12 1951
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11 February 1952

MEMORANDUM FOR: Acting Deputy Director (Administration)

SUBJECT : CIA Regulation No.[::::]Transportatinn 25X1A

1. The only changes in the attached revision of CIA Regulation No.

25X1A [::::]are in paragraph A.(1)(e). This paragraph has been amended to:

(a) Clarify the fact that travel plans of overt Office
representatives which must be coordinated with the DD/P are
those which involve contacts with or temporary duty at covert
overseas installations.

(b) specify type of information to be submitted by Office
heads to the DD/P. (Based on memorandum dated 10 October 1951
from the Executive Officer for Deputy Director (Plans) to
overt Office heads).

2. The Executive Officer for the DD/P has approved the attached
revision. Since the changes made do not reflect any basic cheange in
policy, no other coordination has been effected.

3. Please note the recision line indicates that all pages of CIA
25X1A Regulation No.[ __ |will be rescinded. This is due to the fact that in-
sertion of the attached revision will necessitate renumbering of all pages.

4. Recommend approval.
25X1A

T4

W. L. PEEL
Chief, General Services

Attch.

o T
COR AN

Security lnformnlllbrt

sER 26 1852
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10 October 1951

MEMORANDUM FOR: Assistant Director for Office of Operations
Assistant Director for Communications
Asgistant Director for Collection and Dissemination
Assistant Director for Research and Reports
Assistant Director for National Estimates
Assistant Director for Intelligence Coordination
Assistant Director for Current Intelligence
Assistant Director for Scientific Intelligence
Acting Chief for Technical Services Staff
Deputy Director (Administration)

FROM t Executive Officer for Deputy Director (Plans)
SUBJECT ¢ Coordinatlion of Foreign TDY for Personnel of
Overt Offices
REFERENCE : Paragraph 3, A, (d) CIA Regulation No, [:::] 25X1A

8 October 1951

In order to provide this office with the information necessary
to permit it to comply with the provisions of the referenced
regulations, it is requested that whenever representatives of your .
office plan to travel overseas or to visit covert overseas instale r
lations, and prior to the issuance of travel orders, this office
receive the following information in memorandum form, (original and
one carbon copy for the Deputy Director (Plans), one carbon copy
for the Assistant Director forSpecial Operations):

i) [ I
(a) Names and titles of the travelers. o

>

(b) Purpose of travel,
(¢) Itinerary and approximate dates of arrival,

(d) Assistance, if any, which may be required from covert zhﬁx
overseas installations. v

(e) Cover plans or arrangements.

Gped & V0L
CHARLES V. HULICK ‘ '
cc: AD/SO

cc: AD/PC 3
cc: OChief/I&S

e
ce: Advisor for Management v

CONFIDENTIAL
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L October 1951

MEMORANDUM FOR: Deputy Director (Administration)

SUBJECT: Brief of Amendment to Regulation No. (Travel)s 25X1A

1. The attached Regulation, amended where indicated by
brackets, will provide the authority for each Office Head to
issue travel orders for personnel under his jurisdiction.

2. The control necessary under Agency Regulations and
basic laws exercised by the Administrative Services Transporta~
tion Division and the various segments of Finance is not dis-
turbed nor weakened.

3+ This Regulation also establishes a Central Processing
Branch as a part of the Personnel Office,

L. The General Counsel has expressed an opinion by phone
(Mr. Houston =[_______) that the DD/A under the Standard Travel
Regulations, Agency Regulations, and existing signed delegations,
has the authority to further delegate this authority by his signa-
ture.

5. All overt regulations have been checked and no conflicts
exist except a minor provision in Regulation No.[ ], which is
taken care of in the last paragraph of the attached, 25X1A

6. The concurrence of every office is attached, except one.
Where minor comments were offered they have either been incorpor-
ated, or our reasons for non-incorporation indicated in colored
pencile One dissent is also attached which is relatively minor
to the overall problem., Any items can be resolved without inter-
fering with this plan,

T. Recommend approval.

e 25X1A

Dp/A neny \—e.,oe,/ec?& +Nxve/ MHL{ZOH:{‘}’

oS mesereoc tuw “Hee e&é"fuc&e QP_L(,LQ(A.OQ'/(}QW\{-

A —

25X1A
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Oﬂice MemOmndum e UNITED STATES GOVERNMENT

TO H
FROM

SUBJECT:

Advisor for Management DATE: 1 October 1951
Chief, Administrative Services

Comments on Proposed CIA Notice - Transportation

As you requested, the following comments are made on the proposed &
subject Notice: ;5
"l
l. The proposed Notice seems to be inconsistent with CIA @@N‘S /B/fw
Regulation No.[ Mated 10 April 1951, in that the Notice contains ;¢ wa‘
statements of policy, delegations of authority, procedure, and re- [
assignment of functions, It would seem that a general announcement t,’l,fv w
of the fact that a Central Processing Branch is being established 0.»“
and the purpose for which the Branch is being established, would _ . _ v W

be adequate, . /

=

2. In accordance with Paragraph 1 above, the following

comments are made on the Notice itself: e
/
a. Paragraph 1 (a) states that travel orders will x),«\,ll' ,«30‘/
be prepared and approved by Assistant Directors effective ) § -
8 October 1951, The proposed procedure and the forms J JM {

necessary to accomplish this have not yet been concurred
in by Administrative Services activity and I understand thatf
the form itself has not as yet been completely designed,

b. With reference to paragraph i (b) of the proposed 0o we 0 N WL
Notice, this provision will open the door wide to abuses Lo b
of travel authority. Of course, in those instances of
abuses disciplinary action can be taken, but it is my
recommendation that a better control procedure for blanket
travel orders be designed,

c. With reference to paragraph 5 (a), the Notice ~
establishes "a Central Processing Branch under the super- \
vision of the Assistant Director (Personnel)", and then
in paragraph 5 (b) states that the "Gentral Processing

Branch will be responsible for the coordination and \ &X
processing of all phases of travel operations and require- o \
ments for the Agency." It is my understanding that it was f/ r(‘D ﬂ ‘b\

the intention of the Assistants to the Deputy Director i
(Administration) that the Central Processing Branch should &
operate under the general supervision of the Assistant
Director for Personnel, and that each administrative /
activity would nominate individual trained employees of l\

o
ks AN O
S oy oy RPN 7.
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ILLEGIB

Advisor for Management 1 October 1

| the calibre and quantity required to maintain the

: processing unit on a current and efficient basis ,

: but that the administrative control of each individual

i operation would remain with the office heads concerned
with each particular phase of the processing unit, To

| the best of my knowledge this concept has not changed,

i and I feel that the concept should be adhered to for

: the reason that it then makes it possible to rotate
experienced personnel on these assignments and, through
the knowledge which each employee would gain, the
efficiency of the Central Processing Branch would the{ebj
be improved. In addition, the effect of paragraph 5 (b)
is to transfer the administrative function, control and
supervision from the Chief, Transportation Division,
Administrative Services, to the Assistant Director for
Personnel, I have not been instructed that this action
was supposed to be taken and, in any event, it should
not be accomplished by CIA Notice., In addition, it was
never conceived that all "travel operations" would be S
incorporated into the Central Processing Branch, but
rather would be an activity in which employees were -

briefed on all requirements and arran ementg. necessar

for travel, and that they would b dir:;@—ﬂ/

various administrative units by whdm-mors detai / (‘
)

processing would be p&rformed-and that appointments
to accomplish these processes would be made by the I
Processing Branch--the purpose being to eliminate
confusion, misunderstanding and general inefficiency to
the traveler which now exists due to the lack of such
an activity,

3. In view of the misunderstanding which apparently is
present, as indicated by the proposed Notice, it is recommende
that representatives of Personnel, Finance and Administrative
Services determine what is necessary to accomplish the origins]
objective as laid down by the Assistants to the Deputy Directo
(Administration), and that whatever implementation is required
be submitted to Management for approval and concurrence, I
believe that the preliminary phases of such action can be
accomplished within a period of approximately three days. Severar
weeks will, however, be required to adjust and finalize the Branch
to meet the efficiency requirements that is desired,

25X1A
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ONFIBERTIAL
Advisor for Management 1 October 1951
Chief, Adninistrative Services

Comments on Proposed CIA Notice - Transportation

As you requested, the following comments are made on the proposed
subjeet Notice:

1. The proposed Notice seems to be inconsistent with GIA
Regulation No. dated 10 April 1951, in that the Notice contains
statements of policy, delegations of authority, procedure, and re-
assignment of functions, It would seem that a general announcement
of the fact that a Central Processing Branch is being established
and the purpese for which the Branch is being esbablished, would
be adequate,

2. In accordance with Paragraph 1 above, the following
comuents are made on the Notice itselfs

a., Paragraph 1 (a) states that travel orders will
be prepared and approved by Assistant [irectors effective
8 October 1951. The proposed procedure and the forms
necessary to accomplish this have not yet been concurred
in by Administrative Services activity and I understand that
the form itself has not as yet been completely designed,

b. With reference to paragraph L (b) of the proposed
Notice, this provision will open the door wide to abuses
of travel authority., Of course, in those instances of
abuses disciplinary action can be taken, but it is my
recommendation that a better control procedure for blanket
travel orders be designed,

¢, #ith reference to paragraph 5 (a), the Notice
establishes "a Central Processing Branch under the super-
vision of the Assistant Director (Personnel)", and then
in paragraph 5 (b) states that the "Central Processing
Branch will be responsible for the coordination and
processing of all phases of travel operations and require-
ments for the Agency.," It is my understanding that it was
the intention of the Assistants to the Deputy Director
(Administration) that the Central Processing Branch should
operate under the general supervision of the Assistant
Director for Psrsonnel, and that each administrative
activity would nominate individuel trained employees of

Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130011-8




VAL Ty

o w,',,
LR
Approved For Release 2003/04/17 : CT&-F&Q&E"I %00728R000100130011-8

Advisor for Hanagement 1 October 1951

the celibre and quantity required to maintain the
processing unit on a current and efficient basis,

but that the administrative control of each individual
operation would remain with the office heads concerned
with each particular phase of the processing unit. To
the best of my knowledge this concept has not chauged,
and I {eel that the concept should be adhered to for
the reason that it then makes it possible to rotate
experienced personnel on these assighments and, through
the knowledge which each employee would gain, the
efficiency of the Central Processing Branch would thereby
be improved, In addition, the effect of paragraph 5 (b)
is to transfer thu administrative function, control and
supervieion from the Chief, Transportation Division,
Administrative Services, to the Assistant Director for
Personnel. I have not been instructed that this action
was supposed to be taken and, in any event, it should
not be accomplished by CIA Notice. In addition, it was
never conceived that all "travel operations" would be
incorporated into the Central Processing Branech, but
rather would be an activity in which employees were
briefed on all requirements and arrangements necessary
for travel, and thal they would be directed to the
various administrative units by whom more detailed
processing would be performed and that appointments

to accomplish these processes would e made by the
Processing Brauch--the purpose being to eliminate
confusion, misunderstanding and ;eneral inefficiency to .
the traveler which now exists due to the lack of such
an activity,

3. In view of the misunderstanding which appsrently is
present, as indicated by the proposed Notice, it is recommended
that representatives of Personnel, Finsnce and Adwinistrative
Services determine what is necessary to accomplisn tis original
objective as laid down by the Assistants to the Deputy Director
(Adninistration), and that whatever iuplementation is required
be submitted to Management for approval and concurrence, I
believe that the preliminary phases of such action can be
accomplished within a period of approximately three days. Several
weeks will, however, be required to adjust and finalize the Branch
to meet the efficiency requirements that is desired,

25X1A
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25X1A

MEMORANDUM FOR: Deputy Director (Administration)
SUBJECT: Proposed Revision of CIA Regulation No.l:l Transportation 25X1A

1. There is submitted herewith proposed revision of CIA
Regulation No.:| which was requested by the Assistant Director for
3 25X1A
Policy Coordination.

2. The only change is the addition of paragraph (1) (c) which
requires that plans and itineraries of overt office representatives to
visit covert overseas installations be fully coordinated with the
Deputy Director (Plans) before the issuance of travel orders.

3. Coordinetion with the Deputy Director (Plans), Deputy Director
(Administration) and the Assistant Director for Special Operations was
effected prior to the submission of the request for revision to the
Advisor for Management.

25X1A

\qﬁor for Management

\
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| CENTRAL INTELLIGENCE AGENCY REGULATION NUMBER
! 25X1A
3. TRANSPORTATION (See Regulation No.
A. Travel 25X1A

(1) Issuance of Travel Orders

|

|

!

|

! (a) Travel orders will be issued by the Transportation Division, Adminis-
I trative Services Office, except as otherwise stated.
i

(b) Senior Representatives and Chiefs of Station outside the continental
United States may authorize, approve and issue travel orders for
employees under theilr jurisdiction, for:

(L) Temporary duty travel within their areas of Jurisdiction.

(g) Temporary duty travel beyond their areas of Jurisdiction,
provided clearance has been obtained from the appropriate
Office head or his designee.

(3_) Permanent change of station within their areas of Jurisdiction.
Headquarters will be notified promptly by cable of all such
changes. Senlor Representatives and Chiefs .of Station may not
issue travel orders for travel to or from the United States or
for permanent change of station outside their areas of Jurisdic=-
tion.

[-@0 Plans and itineraries of overt office representatives to visit covert
overseas installations must be fully coordinatcd with the Deputy
Director (Plans) before the issuance of travel orders. The Deputy
Director (Plans) will:

(1) Ensure that the proper representative in the field is informed
of details of the proposed visit.

(_2_) Provide for a thorough briefing of the traveling official on
matters of operational significance such as cover and security.

(g) Effect necessary coordination with the Assistant Directors of the
covert Offices concerned. /

(2) Requests for Travel Orders
(a) Requests for travel orders , or amendments thereto, other than those
issued by Chiefs of Station, shall be prepared and routed to the
Transportation Division, Administrative Services, through:

(1) office heads or their delegates (not below Division Chief level)
in the case of individuals under their jurisdiction.

(2) Personnel Director in cases involving permenent change of station
T or travel to first post of duty abroad.

(3) Chief, Administrative Services, when a request included oversesas
1=
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Jj S

transportation of an automobile.
(k) Personnel Director for travel abroad on temporary duty.
(5) Appropriate Deputy Director in cases of Office heads.
(b) Requests for travel orders shall be prepared and submitted as follows:

(1) Vouchered travel orders (Domestic and Foreign) on CIA Form 34-5
in duplicate.

(2) Unvouchered travel orders (Domestic) on CIA Form 33-28 in quad-
ruplicate. (Quintuplicate if for Military Personnel)

(3) Unvouchered travel orders (Foreign) on CIA Form 36-207 in triplicate.
Form 36-207 must accompany Form 37-1, Confidential Funds Personnel
Action, when the action involves the appointment of a new employee
at a point in the United States outside the metropolitan area of
Washington, D. C. for duty abroad.

(¢) Personal action of each forwarding official must be indicated on the
request. Requests for domestic travel will be submitted in sufficient
time to be processed and reach the Transportation Division at least
L8 hours prior to the planned departure time. Requests for foreign
travel should be submitted 60 days in advance of planned date of de-
parture.

(d) Per diem and mileage rates provided under existing laws and regulations
represent the meximum alloweble. Requesting and approving officisls will
indicate on the requests for travel orders the recommended per diem and
mileage rates and will reduce the maximum allowance whenever it exceeds
the necessary official traveling expenses. The approval of a request
by the initiating office will be deemed a certificate that the rates
stipulated therein are not in excess of the amounts normally required
to meet the necessary official traveling expenses under the circum-
stances. The request should indicate the estimated amount of the travel
advence desired, if any. (For per diem rates and information concerni
travel advances see Regulation No. 25X1A

(e) The Transportation Division, upon the recommendation o the Chief,
Administrative Services, may issue monthly blanket travel orders for
truck drivers engaged in repeated official trips and arrange for
periodic submission of travel wvouchers covering such repeated travel.

(3) Responsibilities of the Transportation Division, Adminiswrative Services
Office

() Provide travel arrangement service. Personnel ordered overseas should
contact the Transportation Division six weeks prior to planned date of

departure.
-2

CONFIDENTIAL
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CENTRAL INTELLIGENCE AGENCY REGULATION NUMBER

(b) Arrange for the issuance of passports and visas, and secure overseas
clearance when necessary.

(¢) 1Issue necessary travel orders and verify that security clearance,
physical examination, immunizetion, passports, visas, and theater
clearance have been obtained before releasing the ticket or
Transportetinn Request to the traveler.

(4) Travel by Armed Services Personnel

Military personnel attached or assigned to CIA for duty may be authorized
travel, allowances, and related expenses in accordance with Agency regu-
lations applicable to ecivilian personnel where such regulations provide
benefits substantially similar to or greater than the military regulations.
Upon receipt of travel requests approved by the Transportation Division,
Administrative Services Office, the Military Personnel Division, Personnel
Office, will issue appropriate travel orders. Two certified copies of the
orders will be forwarded to the Fiscal Division, Finance Office.

25X1A

25X1A

Y irectzgf Effective:
(Administratidn) Rescind : Pages 1-2 of
14 July 1951

-3-
CONFIDENTIAL
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MEMORANDUM FOR: DEPUTY DIRECTOR FOR

ADMINISTRATION
SUBJECT: Proposed addition to CIA Regulation

No.[ ] 25X1A
REFERENCE: OPC Regulation No. page 7 25X1A

1. It has come to the attention of this Office that certain
cases have occurred wherein CIA officials visiting OFC field
stations have not provided for advance notice to the Chiefs of
Stations or Senior CIA Representatives (where existent) and
that actions taken while in the area thus were not coordinated
with them.,

2. In order to provide for full coordination with these
field officers, it is suggested that the enclosed.draft be con-
sidered for inclusion in CIA Regulation No. [ | 25X1A

asfonedy B IRE SUHSTOR
AU
KILBOURNE JOHNSTON

Asggistant Director for
Policy Coordination

Encl: 2
1. Draft of CIA Reg,
2. Ref OPC Reg. No. 25X1A
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Suggested addition to CIA Regulation No.[  |datec 14 July 1951, 25X1A

As paragraph (c) under (1) Issuance of Travel Orders:

. Whenever CIA officials of overt officgs have occasgion to
visit covert overseas installations of the Agency, their plans
and itineraries must be‘ fully coordinated with DD/P before the
issuance of travel orders. DD/P will insure that the proper
representati.-ve in the field is informed as to the details of the
proposed visit. DD/P will also provide for a thorough brief-
ing of the traveling official on matters of operational signifi-
cance suach as cover and security as well as for other neces-
sary coordination with the Assistant Directors of the covert

Offices concerned.

SECRET
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Suggested addition to 1A Regulation No, dated 14 July 1951, 25X1A

As paregraph {c) under (1) Issuance of Travel Orders:

(}_) Whenevey CIA officialy of evert «ffices have occasion to
vigit covert overssas installations of the Agency, their plans and
itinerarico zuet be fully coordinated with DD{FP) before the issuance
of travel orders, DD(P) will in turn inform the proper representas
tive in that area and clear with him the details of the proposed visit,
thus ensuring full coordination on any activns taken or contemplated
in the avea under his jurisdiction. This coordination will also pro-
vide for a thorough briefing of the traveling official on matters of
operational signiflcance such asg cover and security,

(_g_) Etopovers ot covert oversess ingtailations en route to their
destinations meay not be made by Cia officials without prior clear-
ance with the Firld “tation Chiefs arranged through the covert Office
concerned,

(3) Arrangements for coordinatiza of such visits will be made
with the Assistani bi?wﬂors of the covert Offices concerned.

(ﬁ) Whera a Senlor CIA Reprosentutive exists in the area, it will
be the responsibility of the Chief of Statlon, on receipt of advan ce

rotice, to coordinate these vistis wigh him,

SEGRET
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30 Jume 1951

MEMORANDUM FOR: Deputy Director (Administration)

SUBJECT: Revision of CIA Regulstion No.| | 25X1A

1. Changes in the attacked Regulation are indicated by / /.

2, The revision of paragraph A (1) (b) will broaden the
authority for Chiefs of Stations overseas to issue travel orders.
Several objections were made to the first draft. The attached has
been revised to include these changes and has been reconcurred in
as follows:

Concurrence: 00 Genersl Counsel
OPC Comptroller
0sI Auditor
0S80 Administrative Services

Concurrence with Comments: Personnel - Want added:
"Personnel action to be prepered by operating office
subject to personnel approval.” (This is standard
procedure and covered by Persomnel Regulations so
was not added here.)

3. Recommend signature.

25X1A

Advisor foxr Management

Enclosure: CIA Regulation Xo. I:I 25X1A

DIM/ls/ms
cc: Chrono ¥
Subject File
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30 July 1951

MEMORANDUM TO: Deputy Director (Administration)
SUBJECT: Revision of CIA Regulation No.|:|

1, This proposed revision of CIA Regulation No. |:|15 a
result of a Task Foree study. It 1z less restrictive than the
present regulations regarding the use of taxicebs and provides &
simplified procedure for hendling claims,

2. Concurrences have been obtalned from the following
offices end are attached hereto:

General. Counsel
Comptroller
AMnminigtrative Services
080

OPC

3. A dxaft of the proposed Form No. 36-126 is also attached.
The Assistant Comptroller's comment that the form was unnecessarily
complicated was made prior to revision and he hes verbally concurred
with change made.

L. Approval is recommended, When approved Section 6.6 will
be deleted from the Conflidemtilial Funds Regulatlons.

Advisor for Management

DLM/1s

chroﬁo
subject
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30 June 1951

MEMORANDUM FOR: Deputy Director (Administration)
SUBJECT : Revision of CIA Regulation No. I:I 25X1A

1. Changes in the attached Reguletion are indiceted by [ _]

2, The revision of paragraph A (1) (b) will broaden the
authority for Chiefs of Statlons overseas to issue travel orders.
Several objectlions were made to the first draft. The attached has
been revised to include these changes and has been reconcurred in
as follows:

Concurrence: 00 General Counsel
OFC Comptroller
osI Auvditor
0so Administrative Services

Concurrence with Comments: Personnel - Want added:
"Personnel action to be prepared by operating office
subject to personnel approval.” (This is standard
procedure and covered by Personnel Regulations so
was not added here.)

3. Recommend signature.

25X1A

Advisor for Management

Enclosure: CIA Regulation No.|:| 25X1A

DLM/1s/ms
cc: Subject File ¥
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30 June 1951

MEMORANDUM FOR: Deputy Director (Administration)

SUBJECT: Revision of CIA Regulation No.|:| 25X1A

1. Changes in the attached Regulation are indicated by [ 7.

2, The revision of paragraph A (1) (b) will broaden the
suthority for Chiefs of Stations overseas to issue travel orders..
Several objections were made to the first draft. The attached has
been revised to include these changes end has been reconcurred in

as follows:
Concurrence: 00 General Counsel
OFC Comptroller
0SI Auditor
080 Administrative Services

Concurrence with Comments: Personnel - Want added:
"Personnel action to be prepared by operating office
subject to personnel approvael."” (This is standard
procedure and covered by Personnel Regulations so
was not added here.)

3. Recommend signature.

25X1A

visor for Management

Enclosure: CIA Regulation No.l:l
25X1A
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O]ﬁce Memomﬂd%m e UNITED STATES GOVERNMENT

TO ¢ Advisor for Management DATE: 6 June 1951
FROM : (Comptroller
SUBJECT: Revision of CIA Repulation No.:l 25X1A

1. This offilce concurs in the amendment of the First sentonce
of paragraph A.(4), Page 2 to read as shown in your memo of 29 May 1951,

2., It is sugpgested that the following language be used in amending
Paragraph A.(1) (b), Page 1 in licu of the language shown in your draft
of 29 May 1951:

"Chiefs of Station outside the continental United States may
authorize or approve,and issue travel orders for temporary
duty travel within or outside their areas of jurisdiction
for employees wnder their supervision, provided that
clearance must be obtained from the appropriate 0ffice Head
or his designee for travel outside the area of jurisdiction
of a Chief of Station. Chiefs of Station may not direct or
authorize travel to and from the United States or for the
purpose of change of of ficial station without first having
secured travel orders from Headquarters,"

5 The reasons for the suggested changes are as follows: o

2« The terminology "area of jurisdiction" has been sub- C;}gﬁggxf
stituted for "theater" inasmuch as the word "theater"
has no definite geographical meaning,

5N

b. A "change of station" travel order should be issued ¢
concurrently with a persomnel action. It would,
therefore, be inconsistent to give authority to the
Chief of Station to direct change of station travel
unless he is also authorized to approve personnsl
actions, Expoerience has shovm that Persomnel loses
effective control of persomnel assipgnments where a
Chief of Station independently directs change of
station travel, and Finance cannot pay the allowances
appropriate to the new station unless and until there.
is a formal persomnel action.

C <

25X1A

E. R. SAUNDERS

(e
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O]ﬁ()@ Memamndzzm * UNITED STATES GOVERNMENT

TO ¢ Advisor for Management DATE: 11 June 1951
FROM : Agsigtant Director for Operations
SUBJECT:  Rgvision of GIA Regulation No.[::::] 25X1A

REFERENCE: Advisor for Management memo to AD/O et al, dated 29 May 1951,
subject as above

1. Recommend that CIA Regulation No. |:|Para 4 (1) ve 25X1A
ravised as indicated below:

Ae Travel
(1) Issuance of Orders
(a) No change

(b) Chiefs of Stations oubside the continental
United States may authorize, approve and
issue travel orders for temporary duty
travel within their theaters for employees
under their jurisdiction.

(¢) Office heads or their designees may delegate
authority to Chiefs of Stations outside the
continental United States to authorize, approve
and issue travel orders for permanent change

/ of station travel within their theaters,

(d) Chiefs of Stations outside the continental
United States may issue orders providing for
temporary duty travel beyond their theaters
where clearance has been obtained from the
appropriate Office head or his designeea,

{e) Chiefs of Station may not issue orders for
o travel to or from the United States or for
(/™ permanent change of station outside the
assigned theaters

2, Concur with revision of Para A (W), first sentence, as set 25X1A
forth in Para 2 of reference memorandum.

rg

GEORGE G. CAREY /

GORFIDENTIAL
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Oﬂice Memorandum + vxitep STATES GOVERNMENT

TO ¢ Advisor for Management DATE: 18 June 1951

FROM : Ppersonnel Director

25X1A

SUBJECT: Comments on Revision of GIA Regulation Nol:l

are issued reflecting a permanent change of station that there is
a slot available at the new post and that such transfer is at the same :
grade, salary, designation, ete, In the event it is proposed to show
a theatre as a headquarters, difficulties may arise from personnel being
on permanent per diem.

+5 atlends Tusk foee prced,

{ y It is also believed that Secur”gy might be interested in such
/ransfers. It is noted that they were omitted from distribution.

(1) Paragraph A, (1) (b), Page 1. [{(gt‘?'
It is assumed that this regulation means that before orders / \ vf

R It appears as though theatre should be defined for the purpose ff )
M this regulation. In some theatres a person could be transferred
ﬂ;W‘ﬂ from one country to another under this regulation. Is that the intent?
( 4 , f
b (2) Paragraph A. (L), Page 2. "

y,” L
/,)03 It is suggested that this paragraph be coordinated with task [5} ’
ﬁ@’ " force efforts on CFR 6.7, which are presently under discussion.

7
It is suggested that the intent as %o exactly which allowances / ?
are to be encompassed by this regulation be thoroughly covered, /

25X1A

(Dj;ﬂuty #ersonnel Director

JUN 2 195
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CONCURRENCE SHEET

DATE }'}W /957

I do (geety concur in the proposed revision of CIA Regulation N°°|:| 25X1A

dated 29 May 1951.

Comments:

25X1A
Signature<_ -

({ (!‘Z ! .
b(4]5]
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Crmpmpnty s
os!
Blgoature | 25X1A
-
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! 1 do (%) conaur ia the propessd revision of CIA Regulatian fo. 25X1A
} dated 28 Hay LE5L.
|

Comments:

v Am/so

25X1A

Slgnature |

S’JMC.- L .

Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130011-8




l A[;p'roved For Release 2003/04/1 7 : CJAEI{I%HB 5&§®ZMR0001 00[130011-8

CONCURRENCE SHERT

- 25X1A

e § Jwe

f
|
‘ I do fmat) concur in the proposed revision of CIA Regulation No. 25X1A

j dated 29 May 1951.
|

Conmente:

Signatuy 25X1A

JEUTRE
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CONCURRENCE SHEET

e Q Juee 19€/

1 do %wmur 1n the proposed revision of CLA Regulation ﬂol:l 25X1A

dated 2P Buy 1H5L.

Sommentio:
25X1A
Bigaetur
orPC
h
{
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Ao tueted below are G roenrmelded seelsions of 004 Beppudanion

Po.
1 25X1A

(L) ovsgragh 6.{L) (b), pege 1, to reads

il of Slablon outsifs b soutinental United Diates
noy authorise, approve sod lsase teevel ovfers for gt ol
ahmagy of stedlon or temporary duty Travel within thaly
theaters Jor auployees voder thely Juriediodion. ouch
erdery sy provide Sor tempowwey duty trésel Mayonmti the
whoatsr vhore oloarsgon g bedy ohSmined Ceom LR WEPED~

. prishbe H5fce Boad or Mie deslgoes. Chiefs of C2ndiom
miyy mot {anue oxdere for Lravel 9 or Proz Whw Snlted
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- o 6 el R N £ . \
{2} vt sontence of o rEgreen b {R), Feme ¥, to rosdy

Militery perecnsel eiliched or weeigned o OLA Yo duty msy be
Butiiorized travel, sllowseces sd edeied supinses i esvsrdeson
with Ageney regpwlailoss spplieshle te eiviliss perscsmel wimrs
el PeEElALiens provide Demfils euostentially slmilse to e
greatar whan the wilitery yegalations.

2. 1% vequenstuld thad pour DoNCUDIONGEs OF Comasnts b Torvarded
this Orfles by 1L Jusw 30N, e o

25X1A

Mvignr for Mensgamint

dim/1s

cc: subject e
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Oﬁice Memomnd%m * UNITED STATES

K T [ %5

! TO ¢ Advisor for Management paTE:  10Glay 1951 LA/ »

H JU AP

! FROM : Comptroller {f)/ .]L'
N

SUBJECT: CIA Regulations - Travel and Allowances of Military Persomnel 25X1A
1. Paragraph 6.7 of the Confidential Funds Regul.ations

approved by the Director on 26 April 1951 provides that military

personnel attached or assigned to CIA for duty may be paid

travel, allowances and related expenses in accordance with Agency

regulations applicable to civilian personnel where such regula-
! tions provide benefits substantially similar to or greater than
| the military regulations.
! 2. Accordingly, it is recommended that the fir tence
j of Paragraph A (L), Section 3, Agency Regulation No. be 25X1A
| deleted and the following substituted:
? "ililitary personnel attached or assigned to CIA for
duty ‘may be authorized travel, allowances, and
related expenses in accordance with Agency regula-
tions applicable to civilian personnel where such
regulations provide benefits substantially similar
to or greater than the military regulations."
(Reference: Part K, Paragraph 6500, Joint Travel
Regulations for the Uniformed Services, Effective
1 April 1951)

25X1A

L. R. SAUNDERS

(ONFIDENTIAL o
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e SEGRET

23 Tebruary 1951

MEMORANDUM FOR: CHIEF, ADMINISTRATIVE SERVICES
SUBJECT : Travel Orders for Field Travel

REFERENCE : (a) Memorandum dated 4 January 1951 from Exectuive
Officer/0SO to Chief, Admihistrative Services,
same subject,

(b) Revision to Par .b. (2) to Administrative
Instruection No, dated 14 February 1951,

1., This office appreciates the prompt action taken in accordance with
the request contained in Reference (a) relative to delegating certain authority
to authorize travel to Chiefs of Field Stations, That memorandum, however,
was ap arently in error in that it ddd not specify the necessity for Chiefs
of large operational theaters embracing more than one political area to
authorized Permanent Change of Station within the theater, It is obviously
essential that the Chief of a large installation such as[ | be authorized to

25X1A transfer individuals FCS from one location to another within his installation

at his own discretion,

25X1A

2, It is suggested, therefore, that Reference (b) be reworded as follows:

"1, b, (2) Chiefs of Missions (and Chiefs of Stations) outside

the continental United States may authorized, approve, and

issue travel orders for (Permanent Change of Station or) temporary

duty travel within their theaters for employees under their

jurisdietion, Such orders may provide for temporary duty travel

beyond the theater, where clearance has been obtained from the '
aprropriate Divigion Chief, Chiefs of Missions (and Chiefs of

Stations) may not issue orders for travel to or from the United

States or for permanent change of station (outside the assigned

theater),"

FOR THE ASSISTANT DIRECTOR FOR SPECIAL OPERATIONS:

| | 25X1A
Chief, Administrative Staff

e MAY 17
EAM/m ‘/"‘ . ¢ ]951

ADMIN files SEGBEE % :
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Oﬂice Memomndum * UNITED STATES GOVERNMENT

TO : Advisor for Management DATE: 12 June 1951

FROM : Chief, Administrative Services

SUBJECT: Change in CIA Regulation Number

1. Tt is requested that the following paragraph be inserted
in CIA Regulation Number [::] under paragraph A(2):

Add paragraph (d) as follows:

"(d) In connection with new appointees hired in the
United States at places outside the Metropolitan area
of Washington, D. C. for duty abroad, Form 36-207 will
accompany "Confidential Funds Personnel Action", Form
37-1.m

2o Present paragraphs (d) and (e) to be redesignated
paragraphs (e) and (f) respectively,

25X1A

25X1A

25X1A
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Oﬁice Memomndz;m e UNITED STATES GOVE]

TO

FROM

H

SUBJECT:

REF
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Administrative Officer DATR: 11 Jun

Chlef, Administrative Services

Request for Unvouchered Forelgn Travel Orders

CIA Reguletion |:|

1. Upon receipt of this memorandum requests for unvouchsred
forelgn travel orders or amendments thersto will be submitted on Form
36-207, approved March 1951, "Request for Unvouchered Foreign Travel
Orders.”

2. This form must be filled out completely in accordence wilth
the nature of the travel, in triplicate, and routed to the Transportation
Division through Covert Personnel Division af'ter necessary approval.

Attachment:
Form 36-207
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DATE
REQUEST FOR UNVOUCHERED FORE|GN TRAVEL ORDER
NAME K - GRADE AND SALARY | TITLE OR RANK AND SCRTAL NO- CHARGEABLE PROJECT
[T STAFF EMPLOYEE | OFFICE OFFICIAL STATION OFFICE TELEPHONE
-] STAFF AGENT
RESIDENCE ADDRESS (IF STATIONED IN WASHINGTON] RES. TELEPHONE

ITINERARY:  (ALL TEMPORARY DUTY POINTS MUST BE SPECIFICALLY INDICATED. )

JUSTIFICATION IN DETAIL: GENERAL STATEWENTS SUCH AS "OFFICIAL BUSINES5" OR "CONFIDENTIAL PURPOSES", ETC., WILL NOT BE
ACCEPTED. |F PERMANENT CHANGE OF STATION SHOW NAME, AGE, AND RELATIONSHIP OF IMMEDIATE FAMILY AND SHIPMENT OF
AUTOMOBILE, HOUSEHOLD AND PERSONAL EFFECTS.

DURATION OF TRAVEL:

FROM T0 HOME LEAVE [T PERMANENT CHANGE "] TEMFORARY oUTY [
CHECK UNE FOR STAFF EMPLOYEE: Transportation to be procured
Transportation to be procured by Transportation Div. E by individual D Justify:
MODE OF TRAVEL: COMMON CARRIER [ —] GOVERNMENT TRANSPORTATION [ ——
Alrplane [ — Alrplane —
Vessel | — Vesse |
PRIVATELY OWNED AuTOMOBILE [ | Motor Vehicle [ ]

ALLOWANCE FOR PRIVATELY OWNED AUTOMOBILE RECOMMENDED ON FOLLOWING BASIS:
la) _______ cents per mile, not to exceed cost by common carrier. :I

b} cents per mile, as being more advantageous to the Government. l:] JUSTIFY:

SPECIAL PROVISIONS: (1.E.,” EXCESS BAGGAGE, EXTRA FARE TRAIN OR PLANE, OFFICIAL COURTER DESIGNATION, ADVANCE OF FUNDS,
etc.)

DEFINE AND JUSTIFY:

PER DIEM RECOMMENDED:

HOME LEAVE ONLY

DAY'S ACCUM. ANN. LV. [AS OF (DATE] 1. Employee lis, is not! to report to Hdqrs. for days prior to home leave.
2. Date of arrival at overseas station:
APPROVAL (FOR CASES INDICATED) APPROVALS  (ALL CASES)

PERMANENT CHANGE OF STATION
SIGNATURE OF INITIATING OFFICIAL

["] TRAVEL TO FIRST POST OF DUTY ABROAD
TITLE DATE

' RETURN FROM POST OF DUTY ABROAD
SIGNATURE OF CONCURRING OFFICIAL

SIGNATURE OF CHIEF, CPD DATE TITLE DATE

FORWARD IN TRIPLICATE AFTER APPROVALS ARE COMPLETED

FiORM 80: 36-207 SECRET (48
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§ June 1961
T0s ADDA (8)
FOK: sendor Reviow Committos Consideration snd Aotion
FROM 2 Task Force.

SUBJECT: Use of Taxicabs and Privats Aatomobiles

I. Problom

Ae Despite the relatively lerre number of offieial oars mmintained
by CIA, thore is en acute transportation problem in the Yashington araa
ocaasioned by the followlng cirouwnstonces:

le CIA staff omployoes are located in more than
twonty buildings in the wmetropolitan arsa.

Z2e A large numbor of employoes are regquired to
maintain personsl contact with persens in other Lovernm
ment agencies in various parts of the metropolitan aren,

de There are an inereasing number of offesite training
&reas and meeting places being ostablished which require
congtant travel hy staff employess to and from these sites,

B. The Confidential Funds Herulutions and the C1A Rogulations pro-
vide for the use of taxis under certuin oircunstenceos. Howsver, agonoy
rogulations on the use of taxis are mors resty: tive than those pres-
eribed for other government agenciss by the Stendardized Government
Travel Roeguletions as revised 1 October 1850, The question for considora-
tion is how and to vhat extent agency repulotions may and should bhe
liberalired. Also for consideration is the quostion 28 to what internal
procedures and controls should bo esteblished o provent unjustifiable
use of taxicabs and at the same time permit reimburssment for necessary
Yaxi expenses without undue expsnditure of time and unneeessary documen~
tations (Attached hereto under Tab 4 sre various memoranda on the
genoral problem).

II, Discuasion

4. The Confidential Punds Regulations provide in %eotion 6.6 for
the use of texjicabs where Beourity considerations require, if government
transportation will not be availeble within & ressonable times OCIA
Regulation No. ellows the ;usg of taxiombs in order to mest urgent
fixed appointments Gii o] transport \misually bulky or delicate equipment,
government transportation n}o}:} \'Jb\eim;‘ Availeblo.

Caviblodiiee

B, Theee regulations were isaued prior tc the enmotmont of Publio

Law 830, Blst Congross, dated 23 September 1950 and are more restrictive

g‘““‘ ;15’!40:‘.11 - foamann
e B {:\; gma o

Iz i P
vy
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than the provisions of that low snd the Fevisoed Standurdized Government
Iravel lagulations duted 1 Gotober 1850, presoribed by the bLurcau of

the Budget, whioh now provide for the use of taxleabs and private auto-
moblles whore such uso i@ authoriged or approved as "advantegeous to the
Government". The present agoncy regulations do wot take inte acoount
various considerations which mey make travel by taxi advantageous for

the Uovornment, as for example, the value to the dgency of the employee's
time and the press of business in the omployee's offico.

Ce In view of the above, the Confidential Funds Hogulations and
the CIi Rogulations should be amended to allow travel in or near an
employee 'a post of duby by texicad where susk trovel is debermined by en
Approviag GLflcer, the Chief, Transportation Section, or the Chief of &
¥Field Station to be advantngeous to the Govermment., A suggonted regula=
tion Y0 mocomplish this, attnohed heroto sa Tab T, wouid be substituted
for paragraph A (8) of CIA Fegulation [ Joand paragraph 6.6 of the 25X1A
Confidential Funds hegulations would be oliminated.

Do It appenrs that 1t would he adventagoous Lo thas agoney to
authorize certein individuals to use their priveto autos on 2 mileage
basly whers their duties reguire them to meke repeatod or frequont visits
to suburban or out of towm training sitos, installetions, or nesting
plooss. It is suzgested, howaver, that rolmbursements Lo individusls
on & mllsage basis be allowsd only whers the individunl has been issusd
& Travel Urdere. Thir restriction is based on valid conslderntions, vig,,
the abuse to which use of private ocars on a milenge besis is easily
aubject, the zroster convenieones of taxis ln congested areas, and the
0x0088ive difficulty and cxpenso of procussing wmileage olaims for mige
cellensone urban travel. Hot only would the cost of prooessing suoh
mileags olaims exceed the actual smount of tha cloins, but it appears
probable that the time spent by the claimant ia dooumsnting claims for
incidental wrban travel on a mileage basis would exoeed the time saved
by the uss of such transportation in the first instance,

Be Gome comment 15 in order as 4o tho question of the nllowance of
parking fes charges om mileage oleims, Whon reimbursement is made at a
computied rato por milo travoled, under the Standardi zed Govermment
Travel Legulations, parking ohargos may not be paid in addition. This
restriction applies to the Covernmont generally and there appears to bs
no reason why CIA should olaim an exception for itself except in some
speeific ingtance whers operatiomal or socurity considerations are the
cauge of the expensa, in which cmge the parking fes might be sllowed as
& legitimate operational oxpenac, but not as a travel item. The mere
use of & private car to arrive at a downtown loeation would appear to
be no justification for payment of parking cherges, since pool cars,
taxis and pudlio transportation are availabls for such PuUrposces.

Fa lNo sxeeption to the g'aqezl'g.}‘ rule respecting the use of private
cars or the payment oﬁm!.‘jlsingji‘én.., pﬁéam to be czlled for whers g

. SRR
Cobibulie
- -

SFCRET
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particular CLL instellation is not im a usual taxl orulsing souu, L
there is CIA shuttlo service rvailable from that point or it is within
walking distruce of an aotive thoroughfnre.

Ge A sugipested Claim and heealpt Chit form for thoe submission of
olalms Por travel by taxd 1s sitachod hereto as Tob C. 23 provided in
Tab 8, the Comptroller would have tho authority to csteblish petty cash
funda in the Transportation Division and slsovhors, for the payment of
such olaims.

IITs Concliusions and Lhecommondabions

4e  The egency regulations respecting bho use of tsxicobs are more
rogtriotive then is roquired by Standerdized Government Travel Regulations
as revised 1 tobober 1350, and should Us amended per Tab G,

Be In arder to conserve its puol transportation for use in urben
aroa travel, the egeney should issue travel orders allowing travel by
© privats csr on a wileago besis for certnin ladividusle whose duties re=-
quire frogusnt or geriedic visits to suburban or out of town training
areas or meeting sitos.

Ce keimbursemsnt on o wileage basis znd/or paxrking fees should not
generally be authorized in commeotion with inecidental wrban travel,
sinee such travel ean bo performed mere expoditiously und economically
by agency shuttles, pool ours, public tremsportation or taxioab.

De Im erder to provess petty olaims without umnecessary cost, &
sunplified Clalm and Ressipt Onit (sample attached us Tab ¢) should be
used and the elaims paid from a petty oash fund.

Eo Such petty wash fund(s) should be maintained by the Trensportaw=
tion Bivision, or, il maintained slsewhers, the sccouutings should be
reviewed by that DMvision, sines they control all officinl transportation
available for local use and would be im best position to detect snd pree
vent abuse in compectiom with the use of taxicabz on 2 reimbursable bamis,

Chal raan

co: ADDA (z)
Services (2)
Gone Counsel
080 (2)
oRC (2)
Kunagement T !
Comptroller IR
Mt - veoniod
Finance (,”U“,":\JJ,.".J Ul
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Ironosed smendment: « CL4 Repulation ! | 25X1A

Incidental Travel sb Fosbs of Luby

4v My 8 goneral rvle, govermment or publie (strsst car, Lus, oto,)
trensportation shall be used for travel st an muployee's post of duty.
fmployeas may trevel by text or personsl sutomobils, as provided in the
Stendardl god Covermment Travel Vegulations, where such travel 1s
authorired or approved ss advantugeous to ths Uovermment, in terms of
the pross of busimesr, rolotilve tlme and expensa of the varicus mesns
of transpoertation, wvalus to the fyemey of the smployes's tims, protoetion
of ssourity, and sther factors.

Be Pelmbursement for travel by taxi without prior written orders
shell be limited te the metropolitun area of un onployee's post of duty
uxcept as way be specially authorized or approved in individual cases
to mest smorgeney situations. Heimbuwrsement for travel by private subo=
mobile shall normally bs made only whero the travel was made pursuant
to a travel order or prior authorigation. Reimbursemont for privats
sutomobils travel shall he made on a mileage basiz in lieu of sctual coste

Ce Azoncy Form No. » "Cloim and Resoipt Thit" amy bo sulmitted
for reimbursement for incidental travel by tuxi or public transportation
performed by an employes at his post of duty. To axpadite the handling ‘
of such olalms, ths Cumptroller may astablish petty cash funds in the i
Tromsportation Divicion and elsevhers for the processing of such claims,.

co gt 0%
I AL A

PonLLulTES

A

e
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1 , CLAIM AND KECHIPY UHIY

Roooived § reprosenting reimbursement for
wotual officlul expsznses [fors

taxl, bus or sireshtear

|
|
| “ Sate Noe Trips Amount
! {FRONT)

1 certify that I have not nor will 7 be weinmburssd
for the above expanses from nny other soures and that
such expenses were not incurred in travel Lotween
homo or places whore menls were taken, and places

of duby, Jdustifiention Por this owpanse 1s shovm on
roverse hereof.

Apprwod Pete Signature

_[7 1, %“ovornment transportetion not avel leble in
reascnablse time nnd urgent fixed eppointment.

/7 2« Goverament transportotion not useable due
seourity reasonsg
(BACK)
” 3¢ Other reasone why sdvanbsgoous 4o rovammen!:.

{2pecifty)

AN S RS G

"Qz”)ll\,lui L-U
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GENERAL ACCOUNTING OFFICE
WASHINGTON 25
OFFICE OF
CoMPTROLLER GENERAL OF THE UNITED STATES
IN REPLY QUOTLE INITIALS

Date: October 18, 1951
ACCOUNTING SYSTEMS MEMORANDUM NO. 19
; SUBJECT: Reimbursement to Employees for Expenses Incurred in the
i Use of Texicabs within Designated Post of Duty.

i 1. Purpose. This Memorandum prescribes the methods of reim-
bursing employees or officers of departments and esteblishments or
others rendering service to the Government for expenses incurred for
taxicabs when used within their designated posts of duty. Ixpenses
| incurred by employees when in a travel status including taxicab fares
from station, whart, or other terminal to either place of abode or place
of business and vice versa, will continue to be reimbursed through the
use of Standard Form No. 1012-Revised, Travel Voucher, in accordance
with General Regulations No. 88 except that if a Standard Form No.
10l2-Revised would not be required other than for.the purpose of secur-
ing reimbursement for taxicab expenses » 8uch reimbursement may be effected
in accordance with procedures prescribed herein. ‘ '

2. Form Prescribed. The following form is prescribed for general
use in the Govermment in connection with reimbursement of expenses for
; taxicabs when used within designated post of duty or when not subject
to reimbursement on Standard Form No. 1l0l2-Revised:.

Standard Form No. 1164k - Claim for Reimbursement for Taxicab
BExpenses
(Printed on vhite paper - size 8" by 5")

Standard Form No. 116k, Claim for Reimbursement for Taxicab Bxpenses, will
be maintained by employees as a record of expenses incurrced for taxicabs.
As tripe are made, the employee will enter on the form the date , points of
origin and destination, fare and tip for each trip. The receipt section
in the lower Jeft-hand portion of the form will be signed by the payee
only when payment is made to him by an Agent Cashier or Imprest IFund
Cashier in accordance with paragraphs 3a and 3d below. When the Torm

1s filed directly with a dlsbursing officer in accordance with parapraphg
3b and 3c, the acknowledgment of payment will not be ailgned.

3. Method of Deimbursement. dmployees incurring expenseg .oz
taxicabs may be reimbursed es follows:
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a. In those agenciles vhere an agent-cashier has been au-
thorized to make reimburgement for taexicab fores the employee
will present the sighed and approved Standsrd Form No. 116h to
the agent-cashier for immedlate reimbursement. The agent-caghier
will periodically summarize a nunber of such forms ou Standord
Form Ho. 1129, Voucher for Petty Purchases » prescribed by General
Regulationy No. 103. The voucher, together with Standard TForms
No. 116! will be submitted to the fiscal office of the agency in
secordance with established procedure and after certificmbion will
‘be forwarded to the disbursing officer for reimbursement to the
apgent-caghier. If an approved voucher and schedule of payments
is in use in the agency, Standard Forms No., 1164 may be uged as
sub-vouchers thereto without the use of Standard Form No. 1129
or any other voucher form,

b. In those sgencies where an epproved voucher and schedule
of payments is being used and an agent-cashier has not been deslg-
nated, Standard Forms No. 1164 will be completed as in paragraph
2 above and may be swmerized by individuel and used as supporting
sub-vouchers for the voucher and schedule of payments. The schedule
and supporting documents will be processed in the semé menner as
ip now in effect. In any case where an approved voucher and schedule .
of payments is used it will not be necessary for the authorized ‘
certifying officer to certify individual Standard Forms No. 1164
nor will it be necessary for these forms to bear voucher payment
" information,

¢. In those apencies where an agent-cashier has not been
designated and the voucher and schedule of payments is not author-
ized, relmbursement may be accomplished by having each individual
who ineurs taxicab expenses prepare a Stendard Form No. 1129 sun-
merizing thereon a number of Standard Forms No. 1164,

d. A Regulation for Small Purchases Utilizing Imprest Funds is
being congidered for issue in the near future. When such funds have
been established in an agency, reimbursements for taxicab expenses
may be accomplished in accordance with those regulations.

¢. Standard Forms No, 1129 or voucher and schedule of paynents
prepared in accordance with the above, may be filed for reiwburse-
ment as frequently as necessary, but preferably on a monthly besis
80 that administrative processing and the issuance of Treagury checks -
in small amounts may be kept at a minimum.

L. Certification. Stendardized Government Travel Regulations pro-
vide that vl abs are used by employees within designated posts of
duty, such usc muat be authorized or approved as advantageous to the Govern-
nent. Stendard FPorm Ho. 1164 prescribed herein eontains the necesgary
certilications to be signed by the employee and the approving officlel.
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5, Bupply of Forms, Each department, establishment or agency - -
10 vequested o meke requisition upon the General Services Adninlstro-
tion for & supply of the Standard Form No. 1164 herein prescribed which

i epstimated to meet its needs.

" 6. 'The provisions of General Regulations No. 88, Second Revision,
dated November 7, 1950, and General Regulations No. 103, dated May 2,
1945, inconaistent herewith will bie v~13<1 in the n n future,

N .

ST ey 1,\/' 0\/\/\(/\‘

Oomptroller General
of the United States
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Form presuribad by
Comptroller Oaneral, U, 8,

Approved For Release 2003/04/17 : CIA-RDP81 -00728R000100130011-8

’

NO. 1104

FOR TAXICAB

CLAIM FOR RE IMBURSEMENT

EXPENSES

Subvouchar No.. ... ............
Date . ...cooovvveinnn,

RAME e covernneeyeennns AGENCY e e et rr bt aa et
CLAIMANT*S ADDRESS T e L e et et e e e esan s s taan enan sn etnn ca e e n eeeennnn e nnnnssos
For traval on officlal buslness via tavigabt
DATE FROM-- TO~- FARE TP
- - - - -.te - - sene - . - esrane - aehasacaias
TOTALS

I have determined that the above travel by taxtcab was

edvantageous to

(Approving 0fflclal) )

the Government,

I certify that this claim
that payment or credit has not

Payment received from Cashier:

. l;or unu.~un.1.y whaen payee noour(- refmbursement from
Agent Cashier or Taprest Fund Cashier.

is correct and profur and
been received.

ACCOUNTING CLASSIFICATION
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% Oﬁice emomﬂdum ¢ UNITED STATES GOVERK
/

1
N
TO : Deputy Director (Administration) " DATE: 12 April 1951
FROM : Advisor for Management
SUBJECT: Revision of CIA Regulation No|:|, Transportation. 25X1A
1. Attached is a revised draft of CIA Regulation No. 25X1A

Transportation. All changes are indicated by brackets [ J .

2. This revision effects a number of procedural changes and
does not change Agency policy on the subject of transportation.

3. Recommend approval.

Attachment — VA —

APR 16 195¢
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20 March 1951

MEMORANDUM TO: Advisor for Management
TROM ¢ Deputy Personnel Director

SUBJECT :  Amendment of Agency Hegulationl::]
25X1A

l. In acc e with attached memoranda, it is requested
that RegulatioanfffjA(S)(c)(l) bte revised so that the fifth 25X1A
line reads: "after appropriate certification by the Medical
Office",

2o Tt is not believed necessary to issue any notice
advising of the specific changes in procedure since permits
are requested in writing and instructions can be furnished
individually as to time and place of testing.

” 25X1A
¥necl,
Memo 3-7-51 (
Memo 3-17-51
e o
A
P
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O]ﬁce Memorandum « vsitep statEs GovERNMENT

TO : Deputy Personnel Director DATE: 17 March 1951
FROM : Deputy Chief, Administrative Services

SUBJECT: Driver Testing Program

1. Reference your memorandum dated 7 March 1951 suggesting
that the Services Office assume full responsibility for necessary
testing and issuance of CIA Drivers Permits s in accordance with

Administrative Instruction :l 25X1A

2, This office agrees that the performance on the "Directions
Test", is not a factor to be used in determining whether or not a
Permit is issued and recommends that this particular test be dig-

continued, Furthermore, we agree that the practice referring

25X1A candidates to|_€”_—'__'_| Tor the purpose of completing the "Past
Performance Tes¥" 1s inconvenient ~nd time consuming, therefore,
this office interposes no objection to assuming responsibility for
the complete function of arranging for issuance of the Drivers
Permits,

3. The Transportation Division of the Administrative Services
Office will be charged with this responsibility effective 21 March 1951
and if you will arrenge to forward to that office the complete records
on previous permits, together with a supply of "Drivers Past Performance
Test" forms, we will be in a position to carry on this function,

4e The proposed procedure to implement this operation will be

to have applicants report to 214-B North Building where arrangements

will be made for an appointment for a physical examination and upon

receipt of results of such examination, applicants will then be re-
25X1A ferred to the [T |yhere they will be given the drivers
test and required to execute the "Drivers Past Performance Test!,

25X1A
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7 March 1951

MEMORANDIIM TO: Services Officer
TROM + Deputy Personnel Director

SUBJTCT : Driver Testing frogram

1, As a result of review of our present driver testine proeram,
i% has been suggested that the procedure of referrine candidates for
CIA Operator Permits to tha Testing Branch, Personnel Division (0) be
discontinued and that certification by the Chief of Testing as to the
candidate's qualifications no loneer be required.

2, This sugpestion is based on the following facte:

(a) Performance on the Directions Test is not a factor
in determinine whether or not a permit is eranted,
While it is believed desirahle to contimie employ-
ment testineg of apnlicants for chauffeur and truck
driver positions to obtain some estimate of their
mental abilities, it is not believed necessary to
continue administerine this test to employees who
are required to obtain CIA permits.

(b) The Past Performance Test is in actuality not a
test but an inquiry into the candidatets experience
in operating various classes of vehicles under dife-
ferent weather, terrain, and traffic conditions as
well as into his history of arrests and accidents.
Administration of this test does rot reavire the
services of a trained test administrator and could
be conducted in the Services Office, possibly Just
prior to road testing,

(c) The practice of referring candidates to the
Street location for the purpose of taking the Di-
rections Test and of completing the Past Performance
Tests is inconvenient for the candidate and quite
time consuming,

3. It is therefore recommended that the Services Office assume
full responsibility for the proper issuance of required permits, con-
tinuing to utilize the present procedures for medical examination.
Gomplete records on previous permits will be furnished yonr office by
the Personnel Division (0).

ll.  Your comments and recommendations on this suggestion will be
appreciated,

Lt 25X1A

cc: Chief, Persomnel Division (0) COPY
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/ “ Oﬁ%e Memorandums « ovNITED STATES GOVERNMENT

TO : Advisor for Management DATE: 1) February 1951
25X1A ATTENTION: Mr))
FROM : Chief, Administrative Services

SUBJECT: Administrative Services Regulations

1. Submitted herewith, per your request are the regulations
pertaining to Administrative Services activities for inclusion in
the CIA Regulations Manual, i

W.L. PEEL )

25X1A

Y]
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LEZORANDUM 1'0R: Deputy Director (Adminisbration) 28 Tebruary 1952

SURJECY : Reduction in Cable Traffic Load and Delays in Trans-—
mission of Commwiilcations by nouch.

1. PROALTIS:

a. IRleduction in cable traffic load by use of other media, particularly
airgrams,

b. HMeans of expediting commumicutions transmitted by pouch.

2. FACIS BEARING ON THE PROBLELS:
a. Cable Treffics

(1) The major portion of time conswmed in processing a cable is due
to encipherment and decipherment.,

(2) Airgrams are transmitted by open international sir mail or by
diplomatic pouch.

(3) Transmittal of classified material of this Apency (now sent by
cable) by airgram via international air mail would require encipherment and
thus the load on cryptographic personnel would not be lessened. :

(L) Transmittal by pouch of airgrams (to be termed pouchgrams) is
under study 1 }  lime vill be saved in distribution at
destination because of its multiple address capability. ( | 25X1A
will make this the subject of a separate rcport.

(5) Cable traffic is now being handled on a current basis as a result
of action already leken.

(6) There are deily traffic peaks between 1530 and 2130 hours, particu-
larly so on Thursday and Friday.

(7) Adequate use is not made of "Deferred" precedence cables.

b. Pouch Transmission:

(1) Processing and coordination delays in handling pouch materials
and pouches within this Agency are largely responsible for the excessive time
between preparation and receipt of documents transmitted by pouch.

(2) 080, OPC, and Commo. (for whom 98% of pouch material is dispatched)
express satisfaction with present courier service.

(3) The question of establishing a separate CIA courier service has
ariser in the past but its feasibility as a time saver is most doubtful and a
defir .e probability exists that present security would be jeopardized,

L) Mo one office is now responsible for dispatch and receipt of pouch
material, “

3. DISCUSSION:
a. Cable Traffics

(I) " The tendency to greater verbosity in airgrams would probably increase
cryptographic load on Signal Center if these were sent by international air mail.

(2) TWhile no backlog now exists on cable traffic in the Signal Center,
its personnel could be used to greater advantage if the traffic load were better
distributed throughout the day and weelk.

(3) There is an inclination to utilize a considerable proportion of
the day in preparing and coordinating a ceble and then rushing it out at day's
end, There is also the tendency to "clear the docket" before a weekend. Opera-
tional efficiency requires curbing these tendencies.

SECR:

Seeurity Inlormarion
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b. Pouch l'ransmissions:
(1)  Vixine of responsibility in one office for the dispatch, receipt
and method of handling of pouches will obviate many delays and errors.
(2) The Records Integration Staff, 080, is prenered to handle recetipt
and dispateh of overseas pouches and pouch material., This is the office of
primary interest.,

li.  CONCLUSIONS:
a, Cable Traffic:

(1) That further consideration of the use of airgrams should be dig-
continued in connection with open international air mail.

(2) That, while cable traffic is now current, other means can and
should bhe emnloyed to increase efficiency,

b. Pouch Transmission:

(1) That responsibility for receipt and dispatch should be vested in
one office and that office is the Records Intepration Staff, 080. Ilo exception
should be made to this unless snecificelly prescribed by the DCI.

(2) That the responsibility for »roviding couriers between offices
of this Agzency and Records Integrabtion Staff, also between the latter and
appropriate loreign courier service, remain with the Chief of Ceneral Services.

5. BRECOM:FNDATIONSs
a. That the attached notice (Annex I) be sent to all offices of CIA.
b, That the attached regulation (Annex IT) be published and placed in

effect immediately.
25X1A
Special Assistant to the Dé%ﬂ
ATTEXES:
I Proposed notice reference cable traffic,
IT Proposed regulation reference transmission of dociuments by pouch,
25X1A
CONCURRENCE APPROV]
25X1A i
7 ITARK G. WIoNER 7T WALTER %LTD LOLE
Deputy Director ‘ Deputy Airector
(Plans) (Administration)

APPROVED - -BESARPSOWD.

T
WALTER B. SHITH
Director, Central Intelligence

SECRET
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20 February 1952

MEMORANDUM FOR: Special Assistant to DD/A

SUBJECT : Proposed Regulation No. :l Transmission of 25X1A
Documents by Overseas Air Pouch.

l. In compliance with your request, attached is a proposed
Regulation concerning the transmission of overseas air pouches,

2e You will observe that this Regulation does not include
detailed procedures such as method of wrapping, manner of address-
ing, etc, Discussions with representatives of the covert offices s
which account for approximately 98 per cent of all material
transmitted by pouch, convinceg us that it is simply not practicable
to spell out such procedures for Agency-wide application. In
addition, such a publication, if it were to be at all useful, would
revesl information of operations of the Agency components under the
Jurisdiction of DD/P én a much wider basis than the "need-to-know"
principle would require.

25X1A

W. L. PEEL
ChieZ, General Services
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CENTRAL INTELLIGENCE AGENCY REGULATION | 25X1
i 4 March 1952

7. TRANSMISSION OF DOCUMENTS BY OVERSEAS AIR POUCH

| A, The Records Integration Staff, Office of Special Operations, is designated as the sole Agency
control point for the receipt and dispatch of all overseas air pouches, except when other chan-
nels have been specifically prescribed by the Director of Central Intelligence.

§

i

B. The Chief, Records Integration Staff, is responsible for:

(1) Establishment of appropriate procedures to be followed in sending or receivmg material
by pouch.

i (2) Selection and designation of channels to be useqﬁor msterial sent by -air poucli]

(3) Assignment of indicators, where necessary, for expedxtmus or special routing of pouch
' . material,

(4) Prescribing measures to be employed to preserve security, including the determination as
to whether material will be forwarded to the Records Integration Staff unsealed in order to
ascertain conformity with security requirements, or sealed and accompanied by a certifi-
cate from the releasing officer to the effect that the pouch contains only official government
business, does not contain contraband material and that the contents do not violate security

‘reguhtxonq Heshould-harotad-thab-diracttrua “m%yenee—ée—}deﬂﬁhabimw
bYexE e LLSOs % or-officials-sre—mentioned

M Ty S TRV TaR ) = o NSl
C. It will be the responsibility of the Chief, Administrative Service, to provide CIA couriers for
transporting pouches between the originating Office and the Records Integration Staff, and

between the latter and appropriate Foreign Courier Service.

| D. It is not practicable to publish detailed pouching procedures for Agency-wide application

since method of wrapping, manner of addressing, channel to be used and necessary security

g measures will not only vary with the overseas area and the Office concerned, but will also
change from time to time. Nor is it desirable from a security standpoint to do so since such
publication, to be of real usefulness, would cause an unnecessary disclosure of sensitive
information.

E. When material is to be sent or received by pouch, it will be the responsibility of the Office
head concerned or his designated representative to make necessary arrangements with the
Chief, Records Integration Staff, regardinyg specific procedures, channels, indicators, se-
curity precautions, etc., to be employed.

(1) When material of the same type is to be pouched on a continuing basis, the Chief, Records
Integration Staff, may assign a specific routing indicator for exclusive use of the Office
gbncerned.

-1-
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4 March 1952

(2) Once a procedure has been established for the use of a particular Office, the Office head
concerned will issue appropriate instructions, as necessary, for the guidance of his
_ personnel engaged in the preparation of pouches or pouch material,

F. Inorder to reduce, so far as possible, delays in the transmission of documents by pouch, the
following action should be taken:

(1) Processing and coordination time, while documents are in the hands of CIA officials,
'should be kept to the minimum,

(2) Outgoing pouch material should be routed to the fewest possible persons for coordination ‘
! - - consistent with-proper supervisory control and operational and security requirements; - .

(3) When necessary to expedite the coordination of urgent or important documents for pouch-
ing, special messengers should be utilized.

'(4) Documents should be pouched and forwarded promptly. The practice of holding documents
for the preparation of pouches on a periodic basis is not to be followed,

G. Each Office concerned should instruct its field representatives in accordance with the appli-
cable portions of this Regulation in order that the greatest speed possible may be achieved,
in the field as well as at headquarters, in the processing, coordination and dispatch of pouch
material,

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE-: 25X1

Deputy Director/ Effective: 4-Murchtos2
(Administration)

o ' 25X1
Concurrences:
0SI -
ORR - Jc"); /¢

o2/ Maved S 2
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